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Paragraph 3 55-stroke lines 


gigantic columns, some of them sixty-two feet high and " 
nearly twelve feet in diameter. Just how this mighty 22 
20’’ temple was built and where the great stones were quar- 33 
15’ ried, no one knows. Like the Egyptian Sphinx and the 44 
12’’ great pyramids, this temple, razed by time and mankind, 55 
10’’ has held its secret for more than three thousand years. 66 


Paragraph 4 65-stroke lines 


All of us have often heard folks talk about ‘‘the good old days.”’ 13 
To us who have lived through some of those ‘‘good old days,’’ their 2 
20’ words bring to our minds days that have slipped so far back into 38 
15’ the haze of the past that we recall only the happy hours. It is 82 
12" truly a kindly nature that, through the passing of time, erases 85 
10’ from our minds all unhappy memories and leaves the happy events. 7s 


Paragraph 5 70-stroke lines 


For you these very days in which you now live will, all too soon, be- 14 
come the ‘‘good old days.’’ You, too, will look back to these days you 
20’ are now spending in school and remember only the glad times you have 4 
15’ spent in work and play. In the last fifty years we have advanced more 58 
12’’ in every field of life than in a thousand years before, yet with all 70 
10’’ our gains in the last decade, the future promises far greater advance. 84 
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Section Twenty-nine 


Controlled Carriage Returns 


The six-line paragraphs in this Section provide copy for controlled typing and 
carriage returns at speeds ranging from 24 to 84 words a minute. 


You are to type the first three lines of Paragraph 1 in one minute. (Rate: 24 
words a minute). Your instructor will call ““Turn” at the end of each 20 seconds. 
You should have completed each line at the call of ‘“Turn.”’ If you have completed 
a line before the 20-second interval, wait for the teachet’s call before making a quick 
carriage return. Type more slowly on the next line. If you had not finished the line 
at the call, throw the carriage quickly without completing the line and type the 
next line at a faster rate. 


If you wish to type at 32 words a minute, the teacher will call ‘“Turn’’ at the 
end of every 15 seconds. The figures in the left margin indicate the time allowed to 
complete 3, 4, 5, or 6 lines in a minute. The figures in the right margin indicate the 
number of 5-stroke words. 


Constantly force your stroking. Once a week type lines from a paragraph that 
will call out every bit of typing speed and power you have. Strive to pass the 84 
words-a-minute goal in Paragraph 5. At least ten or fifteen minutes a week should 
be given to this controlled typing and catriage return. 


Paragraph 1 40-stroke lines 


Every line in this first group contains 8 
eight five-stroke words or approximately 16 
20’’ forty strokes to each line. There are 24 
15’’ six lines in this first group. You may 32 
12’’ select your own speed and write three, 40 
10’’ four, five, or six lines to the minute. 48 


Paragraph 2 50-stroke lines 


The ancient Egyptian Temple of Karnak was built at 10 
Thebes on the banks of the river Nile about 1500 20 
20’ to 1000 B. C. Magnificent ruins still remain at 30 
15’’ what is now the hamlet of Karnak—the ancient city 40 
12’’ isno more. The original temple was a mile and a 60 
10’ half around, and the great hall was surrounded by 60 
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Measured Copy A 


We had come a long way up Elk Creek; the country was wild and rough. 14 
In all the years I had acted as guide in this new country, no one had 28 
* ever desired to go so far back into the hills. Froma stretch of the 42 
—slowest going through the dense growths on the banks of the stream, I 56 
YY aes suddenly come out into a small open space. Here the creek forked 70 
at that point where it emerged from the bushes to flow around on both 84 
“Sides of a little island. Near the stream there stood tall reeds and 98 
ferns; almost in the center stood a low ridge of smooth, round gravel. 112 


Measured Copy B 


As tired as he was, he could not sleep at first. His fire was really 14 
necessary, for the summer nights near the ocean were never too warm. 28 

* Finally he took his little ax and cut some green wood. He found some 42 
dry, dead branches and built up a much larger flame, laid some of the 58 

\ Been wood on top, and then sat down to lean against one of the great 70 
eZ rocks. He quickly fell fast asleep. When at last he awakened, there 84 
Om was a circle of bright eyes all about him. In spite of his ten years 98 
in the woods and in the hills, he was startled. He arose to his feet. 112 


Measured Copy C 


The fire had not quite died out. If all those gleaming eyes belonged 14 
to wild animals, that tiny blaze had saved him from attack. He looked 28 
* at his watch--it was just past midnight. The others in the party must 42 
have realized early in the evening that he was lost. The guide would 5g 
surely know where to find him, for he knew every trail and stream in 70 
* the hills. The old guide had told him stories of the "lost circle" on 84 
Flk Creek and of those who had been lost at that spot on the stream. 98 
No doubt he was right now a victim of that very strange "lost circle." 112 


Measured Copy D 


There is an old fable about a dog that was very proud of his ability 14 
as a runner. One day he gave chase to a rabbit and, after a long run, 28 
* failed to catch it. The other dogs made all manner of sport over his 42 
failure; but he only replied that the rabbit was running for his life 56 
while he, the dog, was running for his food. The motive in your life 70 
* will pretty well compose the story of your life... “lf. you are in life's 84 
race just for your meal ticket, you will not put the same energy into 98 
the course of life as you will if your ambition is deep and serious. 112 
* Once you possess the right motive, your chances for success are great. 128 
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10 
Expert Drill. Three lines of each drill. 
a;sldkfjghfjdksla; sldkfjghfjdksla;sldkfj ghfjdksla;sldkfj ghfj 
a;z/slx.dke, fj vmghbna;z/slx.dke, fj vmghbna;z/slx.dke, fj vmghbn 
Alphabetic Sentence. ‘Three lines. 


Five gray boxes of quince jelly were all packed by the zealous women. 


Word and Corrective Drill. Phrases; Acceleration Sentence. 


you will have this that was your right when they are in the right way 
fife guilty censor barber decrease application highlands effervescent 
Hard work is still the high road to prosperity and there is no other. 
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Dt 
Expert Drill. Three lines of each drill. 


a:sldkfjghfjdksla; sldkfjghfjdksla;sldkfj ghfjdksla;sldkfj ghfj 
a;z/slx.dke, fj vmghbna,; z/slx.dkc, fjvmghbna,; z/six.dkc, fj vmghbn 


Alphabetic Sentence. Three lines. 


The exquisite opal back of the old judge's bench dazzled every woman. 


Word and Corrective Drill. Phrases; Acceleration Sentence. 


from the would you who are you when you which the who can should your 
infinite jounce kilometers luminous municipal necessary oyster puzzle 
It is my duty to my own self to do exactly as I am told in this class. 
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Expert Drill. Three lines of each drill. 


a:sldkfjghfjdksla; sldkfjghfjdksla;sldkfj ghfjdksla;sldkfjghfj 
a;qpslwodkeifjrughtya,; qpslwodkeifjrughtya; qpslwodkeifjrughty 


Alphabetic Sentence. Three lines. 


Exceptional valor was required by Major Hazens in five great attacks. 


Word and Corrective Drill. Phrases; Acceleration Sentence. 


bring heard funny saucy lisps brown child bunch place pride quick 
qualify requiem symphony stereotyped undiscovered verbal wave zealous 
I am sure that you will make a real success of your new office work. 
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Expert Drill. Three lines of each drill. 


a:sldkfjghfjdksla;sldkfjghfj dksla;sldkfjghfjdksla;sldkfj ghfj 
a:sldkfjghfjdksla; qpwoeirutytueiwoqpz/x .c, vmbnc,x.z/a;sldkfj 


Alphabetic Sentence. Three lines. 


A quick savage sent six javelins whizzing five paces beyond the mark. 14 


Word and Corrective Drill. Words; Acceleration Sentence. 


duty lent wish land they lane bins half gown navy firm hair with pane 
awaken bullets ceremony denounced exploring facile gregarious hymnals 
Every failure will teach any man something if he is willing to learn. 
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Expert Drill. Three lines of each drill. 


a;sldkfjghfjdksla;sldkfjghfjdksla; sldkfjghfjdksla;sldkfjghfj 
a;sldkfjghfjdksla; qpwoeirutyrueiwogpz/x.c,vmbnc,x. z/a;sldkfj 


Alphabetic Sentence. Three lines. 


Backstage the expert jugglers failed to avoid whimsical Zena's query. 14 


Word and Corrective Drill. Words; Acceleration Sentence. 


spend harms shelf study eight might forms visit gowns blame signs 
indelibly jejune knock livelihood maximum number opportune popularize 
The man who only half tries in his work does not even half make good. 
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Expert Drill. Three lines of each drill. 


a;sldkfjghfjdksla;sldkfjghfjdksla; sldkfjghfjdksla;sldkfjghfj 
a;wodkrughfjeislqpa; wodkrughfj eislqpa;wodkrughfjeislqpa;wodk 


Alphabetic Sentence. Three lines. 


Five Algonquin Indian women just razed their exceedingly black tepee. 4 


Word and Corrective Drill. Phrases; Acceleration Sentence. 


and the all the you are you are the one who can act did you get there 
unlike waver vacuum transact synthetic repress zigzagged questionable 
The mould of any youth's fortune is almost entirely in his own hands. 
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Expert Drill. Three lines of each drill. 


a;sldkfjghfjdksla;sldkfj ghfj dksla;sldkfjghfjdksla;sldkfjghfj 
a;qpz/slwox.dkeic, fj ruvmghtybna; qpz/slwox.dkeic, fj ruvmghtybn 


Alphabetic Sentence. Three lines. 


Xavier realized wealth quickly for he just put time on good business. 14 


Word and Corrective Drill. Easy and Difficult Words; Phrases 


best pink wear link case milk star kiln brew noon face hill give lamp 
available booklet congressman debt executives pong eee eee humanity 
of his of it to have the on it or the for the you will from the do you 
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Expert Drill. Three lines of each drill. 
a;sldkfjghfjdksla;sldkfjghfj dksla;sldkfjghfjdksla;sldkfjghfj 
a;z/slx.dkc, fj vmghbna; z/six.dke, fjvmghbna; z/six.dke, fjvmghbn 
Alphabetic Sentence. Three lines. 


Maybe azure skies explained the judge's quiet vow for earlier recess. 4 
ioe 


Word and Corrective Drill. Easy and Difficult Words; Acceleration Sentence 


eager nymph cadet linum draft onion taste pupil defer imply wager 
indelible jousting kalsomine legibility minimum nine onion popularity 
If we like to do any thing, we do it as well as it is in us to doit. 
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Expert Drill. Three lines of each drill. 

a;sldkfjghfjdksla;sldkfj ghfj dksla;sldkfjghfjdksla;sldkfjghfj 

a;z/slx.dkc, fjvmghbna; z/slx.dke, fjvmghbna;z/slx.dkc, fjvmghbn 

Alphabetic Sentence. Three lines. 

Oxen, bump, quick, jazz, and wither are all words for lively fingers. 4 


_—_———— 


Word and Corrective Drill. Easy and Difficult Words; Acceleration Sentence 


lumpy react opium agree poppy cedar nylon tease holly azure plump 
questions religious session taciturnity unruly volunteer waxed zodiac 
It is the duty of this man to help them and if he can, he is to do so. 
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1 
Expert Drill. Type three lines of each drill. 


a;sldkfjghfjdksla;sldkfj ghfjdksla;sldkfjghfjdksla; sldkfjghfja;sldkfjgh 
a; qpslwodkeifj rughtya; qpslwodkeifj rughtya; qpslwodkeifj rughtya; qpslwodk 


Alphabetic Sentence. Type three lines. 


That puzzled boy very quickly fixed Verna's magnificent jewel casket. 


Word and Corrective Drill. Easy and Difficult Words; Phrases 


was him ace hop aft hum bad ill awe joy cad ilk dad imp dew ion dax 
attends brother collect(development enjoyed figured geranium humidity 
with your and you are when you which will come then there és who did 


1S did humid! eagk ieee 


daft deve lopment Ferran Cun | 
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Expert Drill. Type three lines of each drill. 


a;sldkfjghfjdksla;sldkfj ghfjdksla;sldkfjghfjdksla; sldkfj ghfj 
a;z/slx.dkc, fj vmghbna;z/slx.dkc, fj vmghbna; z/slx.dkc, fj vmghbn 


Alphabetic Sentence. Three lines. 
A lazy dog saw a quick brown fox look. very calmly at the jumping hare. 


Word and Corrective Drill. Easy and Difficult Words; Phrases 
kin dec lip) era mop erg oil eft ohm ere pin Rope you zed him gab 


—_ N 


initiative << knickknack (laxity~-myster (number_outlined prepares 


-<° = = SS 


but the what this is while the way i open) for you would wish them in 
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Expert Drill. Three lines of each drill. 


a;sldkfjghfjdksla;sldkfjghfjdksla;sldkfj ghfj dksla;sldkfj ghfj 
a;qpz/slwox.dkeic, fj ruvmghtybna; qpz/slwox.dkeic, fj ruvmghtybn 


Alphabetic Sentence. Three lines. 
Few expert zircon jewelers have requested those yellow gems be taken. 


Word and Corrective Drill. Easy and Difficult Words; Phrases 


west yuki axes monk waft honk tret nook seta limp case_pump seed loop — 
querulous rhubarb synopsis taxidermist union valvular wayward zoology 
you are are you when you did can you from the time you came but there 


——— 


Measured Copy Writing A. Page 125. 
121 


14 


14 


14 


6 


Aes a1eTTo1q ssertotud esizedse HTS VTM9L STTO 9TeS Betty essere eyoT syse 


HT UL AT ef Of OL FO TO FO eS BS CS TH TH TH 19 19 JO OF 


OT OT se se se 


‘901M} OUT, YOVa adAT, ‘sayoNs (—/ JO UT] & OS—V 


S|[iiq 240445 juernIpy—é~g Apnis 


ueq JUCLITIM SYTWIT eTue y9eq JeAe Sdut ynqe STITT s9AreoOS 


IA JA JA WT WT WT qe qe qe TT TF TF Ad Ad AJ TW Tm Tu eq 


AYTeAOU ITeYOM B8OTAGIO S{UsAe Yore sMYyO YOTAD 9OUO BAeIO 


OI Of OF YO YO YO AO AO AO WO WO BO ID 19 19 TU TU TO OA 


408 MOTOG YUSsPUT sdunm AUOGSe  4Somdo}. O19 OUT Sqqe due. 
ud md wd 94 93 904 UT UT UT qa qo qo dm dm dm 39 49 49 Tu 


QOTM OTeq BATT 


Bds ed eT iar tere 


SATU USA 9U0U 


8A 8A OU OU OU 


49np 9oTU Sspeq 
Ju TU oq eq oq 


jan} jJaeum ozeme smorq unms smo. AueZ Jans nsytf[nl mtms sinze ZJouy sant 


SM SM SM @Z GZ CZ Jo Jao Jao Cn En Cn MS MS MS Ze Ze Ze IJ 


Zot eudp xAuo Auem I9pTog yTpe xeyuUAS YOOG}X94 OSTO Auap 
pe po po uA uf uA qi G4 G2 TO TO TO 9p 9p ap Au Au Au 4q 


sdanq 11Tqio0 4UNIq OTUSUMDe YONnM opuN queq qunu oye suNuU 


Goa Sie Gall jaye Tale 


AUT? 3249P HOOT 
44 30 «OT OT OT 


STiq oeynm .Ua0 


un un un qi qi qd un wn umn O08 99 399 NU nu nU dq aq Iq nu nu nu 990 980 99 


"SSd] 10 spuo 


-oas Q¢ ut dno18 auty-om} ay) 9311M Uv nod JNUN souTT OM Jo dnors yova adA J, 


*AQVINIOV OJ DAINIG *ddIMI SIUTT OMI VY Jo yea adK JT ‘sayoS Q/ JO OUT] B AS—) 


S}[I4q 240445 yopay—g Apnys 


S}[!4q 840445 Jus2DIpy puD YyoDay 


INO4 UOl}DES 


4. Measured Copy Writing. In this fourth step you are given three pieces of 
straight copy which have been measured in strokes to the line and in word stroke 
intensity. This material averages 70 strokes, or 14 five-stroke words, to the line. 
The stroke intensity is uniformly 5.00, or very close to 5.00. Here is the way in which 
you use this measured copy: 


(a) Type the first 70-stroke line over and over until you can write it without 
error. Practice the second and third lines in exactly the same way. When you have 
written all three lines without error—a line at a time—you are to type all three 
lines accurately in one minute. Continue practice on this three-line group until you 
make a perfect copy in one minute. 

(b) Upon completion of this first three-line group, practice the second three 
lines in exactly the same way. Write each sentence over and over until you have 
made at least one accurate copy; then type all three lines in one minute. 


(c) You will now type rhe entire six lines you have practiced within one minute with 


no error. (Rate: 84 net words a minute) 


(d) Practice line seven until you type it accurately. Next, type the seven lines in 
one minute with no error. (Rate: 98 net words a minute) 


(e) Practice line eight until accurately written. Type all eight lines accurately in 
one minute. (Rate: 112 net words) 


There are two things to keep in mind: (1) Never become discouraged; (2) set 
your speed and accuracy goal high and keep on striving until you reach it; then 


set a higher goal! 


Each day check every error you make in this schedule and in your timed writings. 
Type these words with, or instead of, the difficult word drills. 


For variation, twice a week, type any warming-up drill, three new acceleration 
sentences (pages 12 to 14), and three new alphabetic sentences (page 50) for your 
practice. After ten minutes of this drill, turn to Section Twenty-seven, Building 
Speed and Accuracy (pages 114-118). Type a paragraph that represents your ap- 
proximate typing speed. Practice the paragraph you have selected until you can 
write it accurately in one minute; then take the next higher paragraph; and so on. 
Give at least ten or fifteen minutes to this paragraph typing. 


The schedule for every day is arranged for you. You may use any day’s program 
several times. Repeat the first three parts of the daily schedule while you are en- 
deavoring to type the entire eight lines of the fourth part within a minute. Do not 
stay on any one day’s assignment too long. Change your drills at least twice a week. 
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4. Measured Copy Writing. In this fourth step you are given three pieces of 
straight copy which have been measured in strokes to the line and in word stroke 
intensity. This material averages 70 strokes, or 14 five-stroke words, to the line. 
The stroke intensity is uniformly 5.00, or very close to 5.00. Here is the way in which 
you use this measured copy: 


(a) Type the first 70-stroke line over and over until you can write it without 
error. Practice the second and third lines in exactly the same way. When you have 
written all three lines without error—a line at a time—vyou are to type all three 
lines accurately in one minute. Continue practice on this three-line group until you 
make a perfect copy in one minute. 

(b) Upon completion of this first three-line group, practice the second three 
lines in exactly the same way. Write each sentence over and over until you have 
made at least one accurate copy; then type all three lines in one minute. 


(c) You will now ¢ype the entire six lines you have practiced within one minute with 


no error. (Rate: 84 net words a minute) 


(d) Practice line seven until you type it accurately. Next, type rhe seven lines in 
one minute with no error. (Rate: 98 net words a minute) 


(e) Practice line eight until accurately written. Type all eight lines accurately in 
one minute. (Rate: 112 net words) 


There are two things to keep in mind: (1) Never become discouraged; (2) set 
your speed and accuracy goal high and keep on striving until you reach it; then 


set a higher goal! 


Each day check every error you make in this schedule and in your timed writings. 
Type these words with, or instead of, the difficult word drills. 


For variation, twice a week, type any warming-up drill, three new acceleration 
sentences (pages 12 to 14), and three new alphabetic sentences (page 50) for your 
practice. After ten minutes of this drill, turn to Section Twenty-seven, Building 
Speed and Accuracy (pages 114-118). Type a paragraph that represents your ap- 
proximate typing speed. Practice the paragraph you have selected until you can 
write it accurately in one minute; then take the next higher paragraph; and so on. 
Give at least ten or fifteen minutes to this paragraph typing. 


The schedule for every day is arranged for you. You may use any day’s program 
several times. Repeat the first three parts of the daily schedule while you are en- 
deavoring to type the entire eight lines of the fourth part within a minute. Do not 
stay on any one day’s assignment too long. Change your drills at least twice a week. 
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Section Twenty-eight 


The Training Schedule of Champions 


HIS SECTION is for the use of those who want to go beyond the average and 
enter the expert or “‘championship”’ class of typists. 


While there is no set program used by all typing experts, most of them do 
pursue the same general procedure. The Schedule in this Section follows closely 
the daily practice routine of the champions. It will positively build your speed and 
accuracy if you carry out instructions faithfully. 


The Schedule 


1. Expert Drills. For ““warming-up” type three complete lines of each “Expert 
Drill” —six lines in all. Type evenly and continuously at all times. Gradually in- 
crease your stroking rate until you are writing at your maximum speed. Check your 
position at the machine, as well as the position of your hands, arms, wrists, and 
feet. Details are especially important at these higher levels. 


2. Alphabetic Sentences. Type three lines of each day’s alphabetic sentence. 
Start very slowly; increase your rate with each writing until you are typing at your 
highest speed. Strive for accurate lines. Type evenly and strike each key with the 
same force. WATCH YOUR CARRIAGE RETURN! 


3. Word Drills and Corrective Drills. This third step will vary in content. 
Drills will be made up of easy words, difficult words, phrases, and acceleration 
sentences. You will first type the easier material; second, the difficult words to which 
you add all those words in which you made errors the preceding day. Your rate of 
progress will depend largely upon the conscientious drill you give to these words 
that trouble you. Type the lines in this third step several times. Always type slowly 
on the first writing. Subsequent writings of both easy and difficult words should 
be at higher levels. The lines of difficult words and the words in which you made 
errors should be accurate lines. The acceleration sentences and easy word lines may 
be written at your best speed, as your chief concern here is to increase your stroking 
rate. At this one point speed is your chief object, for you must force finger movements. 
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110 Words 


I understand full well that you do not have to type these special 
speed and accuracy building paragraphs outside of school time. If 
you are content to drill five or ten minutes each day in class, you 
will go ahead fairly rapidly and you will become a good typist. There 
is no question about your gain in skill if you practice in the way you 
should practice. However, if you wish to make a record for yourself 
in typewriting, then some drill outside of school classes will give you 
that margin of ability which will make you the exceptional typist. 


115 Words 


At the time this young man won the state contest at eighty-three 
words a minute for fifteen minutes without error, his speed on one- 
minute timed writings had gone up to one hundred and twenty words. 
This unusual speed led to unusual opportunity when this boy finished 
his typing speed class that same year. In the case of this young man 
the writing of short paragraphs was up to him and to him alone. He 
was told what to do and he did exactly as suggested. You may read 
these stories of success; but unless you do something for yourself, 
you will never profit from them. 


120 Words 


And now you arrive at the last drill copy of this kind in the book. 
I’m sure your teacher is proud of your score, and you have every 
reason to be a bit proud on your own account. It is something to 
reach a speed of one hundred and twenty words a minute, and it is 
entirely possible that you will go on beyond this speed. There is no 
reason why you should not if you will just set your sights high 
enough. Take any copy and count the number of strokes in that 
copy until you have reached the goal you wish to achieve. Always 
use five-stroke words in your count so as to be uniform in your record. 
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90 Words 


This young man was given copy that contained sixty-five words, 
and on this copy he wrote for at least five minutes every typing 
period. It was not long before he wrote the paragraph accurately in 
one minute. He then took the next copy of seventy words and typed 
it each period from five to ten times. When he was able to type the 
seventy words accurately in a minute, he moved up five more words. 
This timed typing was done each day without fail. 


95 Words 


In just two months he was able to write the hundred-word paragraph 
accurately in one minute. The expert also gave this young man many 
special timed writings and forced him to write each business letter at 
his very highest rate, timing him on every letter. On the advice of 
his teacher, the boy entered the amateur class of the state typing 
contest. This young typist won his event easily, typing more than 
eighty words a minute for fifteen minutes—without a single error. 


100 Words 


When you reach this speed, you are far above average in typing 
ability. Careful checking of thousands of typists has pretty well 
shown that the average student will be able to type at sixty words a 
minute; that is, if he stays with his daily practice until he reaches 
the approximate limit of his stroking speed. When you are able to 
type this copy of one hundred words in one minute, you will have 
good evidence that you can type between seventy-five and eighty 
net words a minute for ten minutes. 


105 Words 


At these higher speeds you are forcing your stroking rate more and 
more. As a consequence your first few writings of any new paragraph 
are going to be less accurate than you would like to have them. It 
may be that you are a little tense at your typewriter; possibly you 
have let a little bit of fear enter into your mind. Remember that 
fear may cause tenseness. Tenseness is one of the worst hurdles in 
your quest for accurate speed. Be at ease and after a few more 
writings of these same lines you will reach the goal. 
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65 Words 


It has been said that the only reason for this machine of keys, 
cogs, and levers known as the typewriter is its power to increase 
speed in the writing of letters and all sorts of legal and business 
papers. That statement is quite true, but there must be added to 
this factor of speed the valuable quality of accurate typing. 


70 Words 


As simple as this drill may seem to you, it is most effective. It is 
strange that we seem to think that an exercise must be difficult if we 
are to gain anything through its use. That idea is far from the truth. 
Actually, a simple exercise on the typewriter, repeated over and over, 
is one of the most effective ways of building speed and accuracy. 


75 Words 


If any time during your writing you find yourself making certain 
types of errors, do not fail to give special drill on the strokes or words 
that cause difficulty. Remember that it is ten times as easy to form 
a bad typing habit as it is to break that bad habit. Think about 
that fact whenever you are tempted to become careless and to neglect 
practice on difficult strokes. 


80 Words 


It is a fact that a limited knowledge of word meanings and syllable 
division rules can cause a delay in the typing of straight copy. Asa 
rule, the more difficult the copy, the slower the typing rate. Copy 
containing many words with double letters is spoken of as very 
‘“‘slow’’ copy. Not even an expert can type much over seventy words 
a minute on double letter sequences, no matter how he may drill. 


85 Words 


I once knew a young man who had reached a sixty-word rate in 
typing. He found that he was hopelessly ‘‘stuck’’ at this level of 
sixty words a minute. Drill and type as he would, he was unable to 
get above this speed rate of sixty words. In despair he appealed to 
an expert trainer of typists. The expert gave him a series of para- 
graphs which progressed gradually in length, just as these paragraphs 
you are typing progress. 
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35 Words 


You are required to type this set of drill lines every day until you 
can write the entire group of lines with no errors. Give every bit of 
spare time to this sort of writing. 


40 Words 


As soon as you can type accurately and within one minute the lines 
on which you are now working, you are to proceed to the next drill. 
This drill has five more words than the one you have just typed. 


45 Words 


By the use of this program you will not fall into the habit of slow, 
lazy stroking. You will be seeking each day to raise your stroking 
rate. You will also be striving for good typing that is free of mistakes 
of all kinds. 


50 Words 


In typing, as in other skill subjects, you must keep at it. There are 
no short cuts in learning to type well. You may be sure I would 
have found them if they existed, for I am a firm believer in doing 
things with the least possible physical effort. 


55 Words 


You may have noticed by this time that fewer and fewer easy 
words are being used in these special lines. The stroke intensity is 
made higher in each drill. You know, of course, that we find the 
stroke intensity by dividing the total strokes by the total words in 
the drill. 


60 Words 


If you can do so, type these drills outside of the period in the 
typing room. As you write in your class period, strive to maintain 
a smooth, continuous rate. Do not permit stroking to lag as you 
type your assignments, such as letters, articles, or legal papers. Keep 
your typing rate at its best. 
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Section Twenty-seven 
Speed and Accuracy Building Program 


in this Section. 


You may begin the use of these paragraphs when you have reached a net speed 
of 20 words a minute. Use a line of 70 strokes throughout. 


When you have typed accurately the paragraph on which you have been writing, 
ask your teacher to examine the paper in your typewriter. Any paper removed from 
the machine will not be approved for promotion to the next paragraph. 


You can progress more rapidly by practicing these paragraphs outside of class, 
but no perfect paragraph written outside will be accepted for promotion. If you can 
write a paragraph accurately at the required speed in outside practice, you can easily 
enough repeat the paragraph accurately at the same speed in the classroom. 


Remember that you are trying to develop accuracy and speed in typing. You 
are not trying to get perfect copies. This Section is frankly a speed-building program, 
with accuracy in the background—never in the foreground. Do not permit any fear 
of errors to slow your stroking rate. 


Force your stroking to the limit when typing each paragraph. Type the same 
paragraph over and over until you can write it in one minute. After several writings 
strive to type the paragraph accurately within one minute. 


The word count given above each paragraph is based on five strokes to the word. 
All your records will be based on this five-stroke word count. 


25 Words 
You can build speed and accuracy at the same time if you will just 13 
devote all the time to drill asked of you by your teacher. 25 
30 Words 
Every period you are to give, at the very least, five minutes of 13 
practice to these lines; all the extra time you can give now will count 27 
much for you. 30 
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You always do your best work when you have the feeling that what 
you are doing has value for you. The courses you are now taking are 
organized to give you the training you need to become successful in 
a business position. Constantly impress on your mind the importance 
of details. Good work grows out of an understanding of the details 
that go into the production of the finished job. Make it a point to 
work on your own. First, find out precisely what you are to do; 
then go ahead and do it under your own steam. The most precious 
qualities in business are initiative and resourcefulness which enable 
people to do the kind of creative work for which business is looking. 


Have you ever stopped to think about the qualities that mark off 
the person who goes up the ladder of success? First, such a person 
works thoughtfully. He keeps his mind on his work and on the 
relation of that work to the whole enterprise. Next, he works accu- 
rately. In this workaday world there is no substitute for accuracy. 
No person is born with the quality of accuracy. It is a habit each 
one has to develop for himself. Finally, the successful person has 
learned how to work continuously. Too many people work by fits 
and starts; they begin something, and then they allow themselves 
to be distracted. The result is that they get nowhere. 


Science has shown that anger and violent emotion can cause, for 
the time being, a poisonous condition of the blood. It must be true 
that facing the passing hour with a sense of humor and a mind alert 
for the best the day offers is beneficial. If we face our work and our 
duties with gladness, the world will give us a kindly greeting in return. 
To get joy out of our work, we need to do three things: Plan our 
work step by step, so that we see the end from the beginning; next, 
start the job and allow nothing to interfere; third, work happily and 
harmoniously with others who have a part in this particular job. To 
work with joy takes effort, but it is effort that is worth while. 
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Familiarize yourself as well as you can with the names and use of 
the commodities your company makes or with the services it offers 
to the public. Make a special effort to learn the names of the people 
who write letters and get replies. Read the journals and magazines 
which are published in the interests of almost every industry. Find 
the technical terms which are more or less peculiar to the phase of 
business in which you are employed. You need to develop a thorough 
understanding of the kind of correspondence you are to take. 


Your teacher has been over the road before you; therefore, he or 
she knows the obstacles that lie in your way and how you can 
surmount the difficulties in your path. Sometimes in your impatience 
you may feel that you are not making progress. In all probability 
what you need under such circumstances is further practice on some 
details you have not thoroughly mastered. You may not always be 
able to see the reason for each step you are asked to make; but 
rest assured that there is a reason for every bit of practice you do. 


Do not anticipate difficulties; do not try to cross any bridges until 
you come to them. Simply follow through on the instructions you 
are given day by day and work out the methods of practice in the 
way you are asked to do that practice. Remember that the work you 
are doing each day has been thought out and planned in advance 
in such a way that you, the student, may be able to attain the goal 
set up for you in the shortest time consistent with thorough mastery. 
Have confidence in your teachers; their aim is to help you achieve. 


The most senseless thing in the world is worry. If a person can 
do something about situations that worry him, he should go ahead 
and do it at once. If, on the other hand, he is confronted by a 
situation about which he can do nothing whatever, why should he 
worry? The only sensible way of living is do in the present what 
needs to be done now and do it in the most intelligent and 
constructive way possible. You can never go forward by looking 
back. All the time you have to take into consideration the many 
changes brought into existence by recent inventions and discoveries. 
What we all need to do is to adapt our thinking to those changes. 
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Have you ever tried to devise a time schedule for your practice 
work? Do you work systematically? Have you developed sufficient 
will power to be able to hold yourself steadily to a piece of work until 
you have brought it to the right conclusion? Haphazard work is 
bound to result in discouragement because it leads nowhere. 
Systematic and properly directed work carried on over a period of 
time will enable you to become a useful and valuable person. 


Each one of us is intended to find joy and happiness in the work 
which our hands and minds find to do. You can develop responsi- 
bility right now in your school or college and in your home and in 
groups to which you belong, as well as in the office where you will 
be working. By doing so, you will find a larger sphere of usefulness. 
You are sure to win promotion and to reap the rewards that are 
denied to those who have no sense of responsibility. 


Nothing in business that amounts to anything was ever achieved 
without genuine enthusiasm. Every movement that has left its 
impress on our lives owes its inception to the driving enthusiasm 
of some one person or a small group of persons. It is the easiest 
thing in the world for you to fall into routine habits of study and 
practice. You go through motions, but the enthusiasm which can 
impart vitality to your work is absent; hence you make no progress. 


When you write a letter applying for an office position, do some 
real thinking before you begin. Remember that you are trying to 
sell the value of the service you can provide. Begin with a sentence 
that you believe will arouse the interest of the person who will read 
the letter; then present the facts about your background and about 
the training you have had. Your purpose is to convince your reader 
that he should interview you. Tell him how to get in touch with you. 


As soon as you take a position, you should begin to familiarize 
yourself with the language of the business in which you are employed. 
Get copies of current price lists, pamphlets, circulars, and business 
papers. You can readily get permission to take such material home 
with you, so that you may read and study at your leisure. Indeed, 
such a request will show your employer that you really look on your 
work as an opportunity for greater usefulness. As you read, you 
will find words and phrases which occur many times. Practice them. 
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Section Twenty-six 


Straight Copy Paragraphs 


All workers may be divided into three classes. First, there are those 
who have never learned to work accurately. When they are given 
instructions, they do not pay close attention; hence they do not know 
just what is wanted. They make all kinds of mistakes either because 
they do not care or because they do not put their minds on the work. 


The second class is made up of workers who do routine jobs well. 
They have mastered their jobs, and they go ahead and do them in 
the right way. They know that we all pay more or less for super- 
vision; the more our work has to be supervised, the more we pay 
for that supervision. The net result is that we get less for our work. 


The workers in this second class, however, lack something that is 
highly important in every kind of business. Although they do what 
they are told to do, they never lift their eyes above the work they do 
in the effort to find out what is going on around them. Such people 
are likely to remain all their lives in work of the most routine kind. 


The workers who make up the third class, which consists of far 
fewer people than are in both the first and second classes, not only 
do well the work they are asked to do, but they have also learned 
how to work on their own. They have initiative; they are self-starters; 
they are always looking for ways to increase the value of their work. 


They are never content, you see, to be routine workers even if they 
do their work accurately. They are creative and imaginative; they 
are always on the alert for new ideas. Their minds are open and 
receptive. It is from the third class of workers that business gets its 
leaders. Resolve, therefore, that you will be creative in work. 


Large quantities of accurate work are turned out only by people 
who know how to organize their time and working materials on a 
really systematic basis. The secretary, for instance, who keeps her 
desk in such a way that there is a place for everything and everything 
is in place will not lose time by going through waste motions. Any- 
body can make a good guess on the effectiveness with which a person 
works just by noting closely the arrangement of the desk materials. 
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Four-Column Tabulation 


Drill 2 


Top Margin—7 double-space lines 


Mr. Wayne T. James 
Mr. S. R. Cato 
Taylor & Adams Co. 
Clayton E. Morse Co. 
Mr. R. F. Hopkins 
Wilson Candy Co. 
The B. E. Crane Co. 
Jones & Peterson 

Mr. R. J. Abercrombie 
Mr. M. M. Mayhew 
Mr. James Elton 

Mr. Charles L. Marks 
Mr. Caleb Lindquist 
Acme Supply Company 
Wells Food Stores 

Mr. Charles Morton 
Bainbridge Hotel 

Mrs. Alta Brown 

Mr. William Desmond 
T. O. Wright & Son 
Howard S. Wines Co. 


Four-Column Tabulation 


141 Madison Avenue 
1457 Lexington Road 
171 S. E. 52d Avenue 
629 Morrison Street 
5508 Proctor Avenue 
181 South Street 

178 Broadway 

841 Washington Avenue 
234 Harrison Street 
540 Union Street 
3442 Market Street 
10 Jackson Boulevard 
1019 Oxford Road 
3890 Central Avenue 
976 Main Street 


Left Margin—Pica, 5 strokes 
Elite, 12 strokes 
Intercolumn Space—3 strokes 


809 Alexander Boulevard Minneapolis 


135 Continental Way 
919 Spring Street 
490 Park Building 
1002 Taylor Street 
103 Bancroft Way 


VDrill 3 


Atlanta Georgia 
Knoxville Tennessee 
Portland Oregon 
Des Moines Iowa 
Oakland California 
Baltimore Maryland 
New York City New York 
Ogden Utah 
Portland Maine 
Lima Ohio 
Ogden Utah 
Dayton Missouri 
Detroit Michigan 
Sanford Florida 
Helena Montana 
Minnesota 
Chicago Illinois 
Davenport Iowa 
Fort Wayne Indiana 
Evanston Tllinois 
Atlanta Georgia 


Left Margin—Pica, 17 strokes 
Elite, 25 strokes 


Top Margin—13 single-space lines 


Intercolumn Space—S strokes 


Type this tabulation with single spacing on a half sheet. Read thé footnote in 


/ 2 is uy 138 before you set the tabular a a) @ 9 

41 $11,142.09 ~ $898.00 $19,560.72 $14,190.00 
18,119.09 156.90 89,235.95 99,902.05 
32,540.90 890.00 65,430.00 19,452.01 
32,542.56 91.09 55,340.05 10,003.23 
56,000.00 119.00 62,345.78 99,332.55 
30,000.77 890.10 5,455.81 6,430.00 

je 45,101.10 801.01 4 50,109.00 (718,451.05 
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Top Margin—9 double-space lines 


Drill 1 


Five-Column Tabulation 


Left Margin—Pica, 28 strokes 


Elite, 36 strokes 


Intercolumn Space—5 strokes 


8) 
24 
39 
49 
33 
sit 
45 
37 
25 
70 
26 
82 
19 
88 
41 
50 
32 


45 
44 
72 
88 
71 
82 
73 
86 
49 
59 
79 
38 
76 
99 
69 
43 
32 


57 
56 
11 
22 
83 
82 
32 
17 
97 
54 
59 
40 
30 
94 
42 
44 
67 


89 
21 
23 
92 
81 
10 
43 
Sy 
30 
OL 
59 
41 
45 
ot 
33 
38 
97 


Study 138 


90 
10 
11 
91 
18 
15 
41 
75 
97 
44 
20 
61 
25 
86 
58 
92 
31 


Intercolumn, 6 strokes* 


$21.89 
23.06 
25.85 
26.99 
30.00 
28.45 
12.13 
13.15 
39.50 
65.50 
18.19 
25.77 
17.76 
81.45 
44.45 
32.01 
42.08 


Drill 2 


Three-Column Tabulation 

Top Margin—9 double-space lines 
Left Margin—Pica, 28 strokes 

Elite, 36 strokes 


$23.89 


44.11 
34.56 
41.34 
21.00 
82.67 
14.16 
15.19 
97.09 
99.09 
21.35 
78.79 
19.67 
11.99 
67.58 
99.98 
54.53 


$76.11 
10.06 
41.33 
97.99 
42.00 
44.66 
15.15 
10.99 
23.96 
23.45 
35.69 
10.12 
37.19 
92.38 
10.00 
81.19 
52.51 


*In setting your tabular stops, remember that in the first line you will have to type the $-sign. It is easier 
to set the tabular stops for the first figure rather than for the $-sign. Actually allow 7 strokes between figures 
in planning this tabulation. 


Five-Column Tabulation 


Top Margin—12 double-space lines 


4861.22 
5680.30 
9323.99 
1017.18 
2033.43 
1431.28 
8734.56 
1084.67 
6542.88 
4566.44 
3131.41 


4824.10 
5588.44 
9981.01 
1015.15 
6668.14 
1718.19 
4500.00 
4500.01 
3478.87 
8900.51 
9810.34 


Study 139 


Drill 1 


4581.81 
5408.12 
4560.18 
4281.90 
1130.91 
5342.09 
6598.00 
8905.55 
PR RWIGIED 
4590.43 
8654.35 
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Left Margin—Pica, 11 strokes 
Elite, 20 strokes 
Intercolumn Space—7 strokes 


6290.30 
5544.32 
4369.09 
9061.16 
2306.80 
3542.90 
4455.41 
2387.81 
8630.25 
5890.43 
4584.85 


4280.11 
1001.50 
5532.09 
4530.14 
1500.44 
9002.02 
8165.23 
9199.83 
5423.45 
2376.21 
9514.95 
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Drill 1 


Three-Column Tabulation 

Irregular Columns 

Top Margin—§ double-space lines 

Left Margin—Pica, 24 strokes 
Elite, 33 strokes 

Intercolumn Space—6 strokes 


town 
song 
region 
evening 
top 
emergency 
issue 
week 
river 
expect 
story 
service 
corner 
delivery . 
spaces 
hurried 
columns 
erasers 
recently 
capacity 
records 
snowing 


respect 


extra 
only 
ask 
men 
doses 
true 
marriage 
ring 
royal 
think 
local 
station 
gasoline 
show 
insured 
opening 
policy 
capitol 
lately 
ability 
broken 
sleeting 


quickly 


Study 


seven 
perhaps 
child 
among 
block 
within 
over 
guest 
might 
objection 
effort 
laundry 
called 
window 
apartment 
insurance 
telegram 
capital 
newly 
regional 
professed 
raining 


tables 


107 


137 


Drill 2 


Two-Column Tabulation 


Irregular Columns 


Top Margin—6 double-space lines 
Left Margin—Pica, 27 strokes 
Elite, 36 strokes 
Intercolumn Space—8 strokes 


nationally 
equitable 
injured 
socially 
features 
questions 
attention 
education 
contrive 
distended 
thousands 
sunlight 
bounced 
grotesque 
advertising 
gleaming 
altimeter 
yelling 
restless 
furniture 
separate 
released 


Tecompense 


insurance 
intentionally 
assurance 
incorrectly 
endowment 
welcomed 
commonly 
educationally 
continue 
inflamed 
counting 
barnstorming 
climbing 
accommodate 
recognition 
glistened 
barometer 
freezing 
pawing 
furnaces 
dressing 
resisted 


payments 
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5/ Cr DOCE 
oe peer 
: Irregular Five-Column Tabulation 
eu # hoe! Top Margin—12 double-space lines 
J of hte 
ae {I 
pay could 
prem C 6 ~ warned more 
Liye WL, Woda years mirror 
a new pretty 
ae gy al bag wiring 
How Zana peo perfect 
ol LY LY UB LY ) barren seats 
2 3 costs insert 
52 2 probe behind 
- ic 3Y 
O 2 
/ . 
[50 Drill 1 
2 pees. al po J 
24 -& ~Five-Column Tabulation 


Three-Letter Words 
Top Margin—-7 double-space lines 
Pal Left Margin—Pica, 21 strokes 
aaa, Elite, 30 strokes 
Intercolumn Space—7 strokes 


s fad fed pie get pit 
rod pod bad key sin 
kit for fir fur _ set 
rid car off end pad 
far gad yes not hog 
sea bog log dog any 
who did all try one 
war see saw new age 
sad wit fix two boy 
eye run sir ask old 
see sip ran and aim 
wit tip set wet hit 
lip gym won did bin 
tin ask vim lax _ tax 
cod bog dog rug_~ egg 
tun ton tan ten dun 
jute but) slop, fix fag 
tag bag lag jug skid 
box sap gap  yes- not 
fot. tap =aiip. sue) =mat 
its may yam nub_ sub 


Study 135 


insist 
buyers 
placed 
future 
mined 
chance 
trouble 
houses 
lending 


Yl 3Y 
Study 136 


6 Ans ey eas 
Left Margin—Pica, 17 strokes 


Elite, 26 strokes 
Intercolumn Space—$3 strokes 


The longest word in each column is printed in italics. 


dividends completely 
neighbors continued 
searched silently 
companies drawings 
none modern 
possibly texture 
zealous quaintly 
frequently blighted 
expenses invested 

| @7 

S Drill 2 


Four-Column Tabulation 
Six-Letter Words 
Top Margin—7 double-space lines 


Left Margin—Pica, 23 strokes By! 
Elite, 32 strokes LZ 
intercobine Space—9 aekes. “2 G 
either 6 behind’ prompt almost Wor? 
arrest estate assure spring Gee 
follow regard object oblige nie. 
bought friend govern public et 
divide enough office police 3/ 
occupy salary escape avenue 
itself injure proper people 
remain refuse prefer result 
refund cheers typing lastly 
bought others during yields 
become secure stalks thrown 
secret stated batter powers 
please posing frauds actors 
razors earths blazed _ safety 
turret enjoys blades luxury 
insult bitter wanted earned 
iw dearly spirit dreams ghosts 
LY, deeper deeply packer quiets 
/b ns _ tailed dreary despot homely 
(2) , writer snowed report weekly 
AG aye pplazes ha fetes 
ie Y \y f 2 5 
A fan Ap f L as 
0 MK io wy 
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Drill 2 


Six-Column Tabulation 
Third and Fourth Finger Words 
Top Margin—12 double-space lines 


Left Margin—Pica, 18 strokes 
Elite, 27 strokes 
Intercolumn Space—5 strokes 


lass wall year wait pace quit 
hour know next were slow isle 
volt wise some with less sign 
TaSt best will feel side seem 
wind wand wend once more sell 
hook such home come text noon 
best kill sect west lest ores 
head raze abet zone pole post 
poem maze read haze pack rasp 
oxen boat quad quid park bout 
text maps cask moss quip park 
Study 134 
Drill 1 Drill 2 


Four-Column Tabulation 
Six-Letter Words 
Top Margin—11 double-space lines 
Left Margin—Pica, 23 strokes 

Elite, 32 strokes 
Intercolumn Space—5 strokes 


Four-Column Tabulation 
Five-Letter Words 
Top Margin—11 double-space lines 
Left Margin—Pica, 25 strokes 

Elite, 34 strokes 
Intercolumn Space—5 strokes 


print clerk carry ready either behind prompt almost 
while works stand again arrest estate assure spring 
needs wants cover stamp follow regard object oblige 
clean clear point thief bought friend govern public 
first eight thank wreck divide enough office police 
above tenth where pound occupy salary escape avenue 
found train serve looks itself injure proper people 
bring start hears __ elect remain refuse prefer result 
third fords palms frost motors oiling hotels reeled 
isles stain oiled brain cities orange lemons search 
tweed crane pains greed maiden paused travel reward 
swarm warms heats _ twist quests placer beyond wagers 
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Section Twenty-tive 
Tabulation Drills 


HE purpose of this Section is to aid you in the development of the skill necessary 

to operate the tabular key rapidly and accurately. The planning of the tabulations 
will be simple, because most of the drills have columns which contain the same number 
of strokes. 


These tabulations need not be centered on the page with the top and bottom 
margins even, unless you are told to center them by your teacher. You will, of course, 
center each drill so that the left and right margins are even. That is a part of the tabu- 
lation drill. 


Unless otherwise indicated, double-space all tabulations in this Section. 


*As these tabulation drills are given to develop skill in operating the tabular key 
and not for practice in planning tabulations, the proper margin settings will be given 
for the top and bottom, as well as for the sides. Check and double-check the margin 
settings and the tabular stops. Each time you write a drill, try to lower the time con- 
sumed in typing the tabulation without decreasing the accuracy or marring the appear- 
ance of the finished drill by uneven typing or irregular columns. The word “inter- 
column” denotes the space between the columns of words or figures. 


*To the Teacher: If you wish to give practice in planning tabulations, simply change the number of columns. 
Drill 1, Study 133, might be set up as a four- or five-column tabulation. 


Study 133 


Drill 1 

Six-Column Tabulation Left Margin—Pica Type, 18 strokes 
First and Second Finger Words Elite Type, 27 strokes 
Top Margin—13 double-space lines Intercolumn Space—6 strokes 

fun but tub ten kid thy 

ice fur buy did cry hem 

ery jug nut din HLt fin 

bid hut dry hit bid hum 

hub rye bur get beg den 

ere hid ire fry gym guy 

rum tun the net yet rim 

rid din hue ray urn bun 
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Drill 2 


In making out monthly statements, the clerks were instructed to 
indicate the price of the article by the sign for "each" or "at" thus: 
5 Bronze Desk Sets @ $15.55; and to designate feet by the apostrophe—— 
2 Alhambra Bedroom rugs 53' x 34' @ $7.85. Any reference to a foot— 
note at the bottom of the statements should be indicated by placing an 
asterisk (*) at the end of the item or items in the statement. 


Study 131 


Type each of the following paragraphs twice. Use a line of 70 strokes. 


The semicolon finger on the right hand is used to strike the 
diagonal mark (/). This mark is sometimes used to separate the ini- 
tials of the dictator and of the stenographer, when the identifying 
marks are used in a letter; as, FER/JLB. 


The diagonal (/) is also used in writing fractions not on the 
keyboard; as, 12 1/5. Note there is a space between the whole number 
and the fraction. Three strokes are required in writing "1/5". Some 
typists prefer to use the hyphen in writing mixed numbers; as, 12-1/3 
15-1/10, etc. 


Some machines are equipped with a "$" character. This key is 
also controlled by a downward stroke of the semicolon finger. If 
there is no "$" character, write "3/4". 


Study 132 
Drill 1 
Make two copies of each Drill. Use a line of 70 strokes. 


To the right of "p" and ";" there are two keys. The characters 
"¢" and "@" are made with an outward stroke of the ";" finger. The 
"@" character requires the use of the left shift key. The characters 
"i" and "4" are made with an upward and outward stroke of the ";" 
finger. The "4" character requires the use of the left shift key. 


Drill 2 


We quote notebooks as follows: Lots of 100 @ 75¢; 500 @ 70¢; 
1000 @ 65¢. Accept one note for $500 @ 63%; the other for $800 @ 
61%. 100 cases @ 41i¢; 200 @ 403¢; 500 @ 39i¢. Reply immediately. 


Some typists do not use the signs for 4, 3, and ~ found on the 
keyboard; they prefer 1/4, 1/2, and 3/4 because they are clearer and 
the carbon copies are easier to read. 
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Section Twenty-four 


Special Characters 


Study 129 


Write three lines of each line in the Drills. Use a line of 65 strokes. 


Drill 1 
ded3 d#d# frf4 f$f$ sws2 s"s" frf5 f%f% $545 $455 2354" 125% $345 
kikS kik! juj7 j&j& 1019. 1(1( jyiG6 j_j_.spi— sa;* 3°35" 68791007 
Jones & Alton sold lot number one (1), block two (2) for $189.00. 
The character (*) is used in manuscripts to designate a footnote. 
The character ( is made by a long upward stroke of the 1-finger. 
The character ) is made by a long upward stroke of the ;—finger. 
The interest at 6% amounted to $120.00 for the time of the loan. 
The dash (—-) is generally made by two strokes of the hyphen (-). 


Drill 2 
spi- ipi* 3*;* de#d frf$ ;¢;¢ :@;@ sws" f5f% ;3:% 34:4 1543 781; 
The great steel block was just 143" thick, 23" wide, and 42" long. 
The state tax on gasoline is 3i¢. It may be 44¢ after two years. 
Bill 1+ dozen #321 knives; 4 dozen spades; $ dozen spading forks. 
Bill 1/6 dozen #21 forks; 1/3 dozen hoes; 1/4 dozen #25 shovels. 
Do not type 4 or + with "made" fractions, such as 1/6, 1/8, 2/35. 
Gravel to a thickness of twenty-four (24) inches must be spread. 
The taxes on lot number one (1) in block seven (7) were $138.00. 


Study 130 


Drill 1 
Use a line of 70 strokes for the Drills in this Study. 


Rolph and Myers, supervisors for J. A. Allen & Company's billing 
department, instructed the clerks to use commercial envelopes. The 
"Window," #62 envelope, measures 6%" by 33"; the larger #10 envelope 
measures 93" by 41", When necessary to indicate "Care of" in address— 
ing envelopes, the clerks were told to do so by writing these words: 
Care of or the sign c/o; but never to use the sign for cents (¢) or 
per cent (%) for this purpose. 
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The Grand Central Terminal in New York City is 680 feet long, 
300 feet wide, and 115 feet above the street level. 


Drill 2 


John Adams and Thomas Jefferson died on the same day, July 4, 
1826; and James Monroe, on July 4, 1831. 


The grocer should know that 1 bushel of potatoes weighs 60 
pounds, and that 1 barrel of flour weighs 196 pounds; surveyors 
should know that 1 acre measures 208.71 feet on each side, and 
that 1 mile is 320 rods, or 5280 feet, in length. 


Study 127 


In typing the first three lines of this Study, place the fingers in the figure row posi- 
tion. Type each line twice. Use a line of 65 strokes. 


1234567890 1234567890 1234567890 1234567890 12354567890 1234567890 
1234567890 1234509876 1234509876 2318904567 10987623545 1234567890 
1F9-~-63-48 8B-587-61 7D-825-09 5H-845-90 4J-398-65 6P-687-24 6U-77 


Guide Row Position 
1m3d fb7f sw3s ;.;0 1nj6 fbf7 szOs 1,j3 sbf9 ;pn6 k,k3 k.2s owvyn 
k.91 km72 ;p03 1.85 ;9lk 1/76 1.34 1.45 8.95 bl.4 k7.1 1.20 4.12 


Study 128 


Write each of the following sentences twice. Use a line of 70 strokes. 


The capacity of Room 17, Davis High School, was 35 students. 
The youngest pupil in the class was 16; the oldest, 19 years. 

His last birthday was on July 27; he was then 81 years of age. 
Exactly 1082 Plymouth cars were assembled in the last 30 days. 
The political rally was held at 8:30 p.m. in the new City Hall. 
The new fish pool required 30,000 bricks and 281 sacks of cement. 
The present crew of 821 men will be increased to 934 next week. 


His application for admission to the club will expire August 21. 


eo Oonrtsan&#r w wo F 


We now have in stock 114 copies of New Business Law by Corbett. 


= 
So 


This old book, copyright 1875, is on sale at 289 Angeles Avenue. 
The imports were $11,982,621.50, or $192,510.01 over last year. 
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Study 124 


Type the following letters and figures; keep your regular guide row position. Do 
not space after the strokes. Set your margins for a line of 60 strokes. Each drill of four 
lines will make two lines in your work. Type each drill line three times. 


Drill 1 
aid Sie 2-f 4 Bu eesfod <0Or km! SxTeiclu ts Savi sage 8 
1-8 Ss 0 Ol 270 p Baddant be sr6t We hue Oseae 
Ligvetauprotd S2ae Pr aiwitrd ‘Svduent: 415 v bug '5) bee 
ge Shia aS Shs 2's Pre ge fbf O'S" eS)" S 
Drill 2 
iba a uh Sk Gaeta GS <A Sn es ALS Oe) 
pO: / +0 2043 R AY ved Omg) OD Pc eles 
Ved ee oem On Lak oa OD 90.93 d¢72 x 2619 
Oo 1 se Sd vo Kin ob mye 0-0 4-2 otto San 
Study 125 


Make three copies of each line. Follow the spacing shown. Use a line of 60 strokes. 


Left Hand 
de de a3 d3 a3 fr fr f4 f4 f4 sw sw S2°sl>s2ft Tte(S 15-75 
f2 f2 f2 s5 s5 sb g4 g4 24 ad ad a3 f4 g5 d3 s2 s2 s5 d4 £3 


Right Hand 
ki ki k8 k8 k8 ju ju j7 jJ7 j7 lo lo 19 19 19 h6 h6 h6 j7 h6 
Ayers Symi) Caro aH@lens Hoye Hs) LGRi Ojos oe ese KO kO h8 h8 jO 19 


Both Hands 
72 85 83 39 65 40 83 29 67 52 10 35 16 24 19 53 81 69 FAO TAS) 
698 156 237 805 950 452 160 790 623 678 543 231 199 115 ak 


Study 126 


Type each drill in this Study at least five times. Use a line of 60 strokes. 


Drill 1 


The ten words—the, or, and, to, a, in, that, it, is, I—form 25% 
of all written and spoken language. 
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Right First Finger—6 and 7 


1234567890 1234567890 1234567890 
10520-5040 50.60" 7080390" 80" 70 
12 54 56 78 90 45 65 87 98°10 24 
698 237 119 160 408 302 567 4352 879 101 201 308 745 

3847 8374 9250 2905 6611 1166 2095 5902 7755 9257 2002 
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Sle} T-kjur ju7 sk hjvjh jnyoh ghye; lj7jk ke76Gh 31571 Ore 
Left Third Finger—2 
swews swesf sw2df ds2as ds2df gfs2f gfds2 sde2s aqesf frsed 
Right Third Finger—9 
jklo9 j1091 10901 ;19kj k190l k1lo091 j191; h1l90k jo9kl hio9l 
Right Fourth Finger—0 
j2p0;- 3 p0ps, 3 p0s ju kopoly 30: th 020k 1s p0se kun0s kj 70 peed Os 
Study 123 
Drill 1 
Use a line of 55 strokes. 
fff fdf ddd ded d3d d3d d3d ddd eee 333 d3d 3d3 3d3 3d3 
LEE frf fA f4f {40 £46 tft rrr A444. f4f f4f Ata 474 4t4 
fff fsf sss sws s2s s2s s2s sss www 222 s2s ses 282 Ks2 
J34- N30 6) 003-30)" J6) JiJ-yyy 666 Jj 76) 6j6 6)6-6)6 
Inia Tee Atayie atene Gos ahoay seicik Weeie Bolo) Geos stlek feels) fete) lejittsy 
Drill 2 
jjj jkj kkk kik k8k k8k k8k kkk iii 888 k8k 8k8 8k8 8k8 
Jj edd ergo (Jago MUU TC ey gia ar) ON ea at 
Aiello dol Ole lOT TT T0006 JI =LoL 919 919 919 
elo as pias Dee PO. 305 Ose Osis se PPP 20002000805 0207.0 
jj5 G34 333 3p; 3:p0O sp— 3-3 3-3 3-3 —— PPP -3- -3- =3- 
Drill 3 
Kyol @ol Sxol fsike isyke tehke Zhe Zhe whe el Silk Sul tone’ faye teyik )S (O)S ale 
GjmCi Cie csecs 26 fee tl A61 Kiel Sfel fsile (dhe celle Zui Zhe ale 
Va Ma) Melek cast SO 0S” 40) je Oj UCleOjeot. Ole otek, OL 
32 23 34 43 45 54 67 76 78 87 89 98 90 09 O- -0 O- -0 
1) ahes TA Mey alts} ale as} aS) ale) ahi 2 oes 4s ye GS) 77 fete} Ce 
Drill 4 


12354567890 1234567890 
60 50 40 30 20 10 12 
35 46 57 68 79 80 90 
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Section Twenty-three 
Numbers and Their Control 


ie may be that, like the average typist, you are not sure of yourself when numbers 
appear in the copy. Perhaps you did not give enough attention to the number 
strokes. Generally speaking, numbers are not often typed by the average typist, unless 
his work deals largely with billing, tabulating, or other material involving many fig- 
ures. In typewriting, as your skill progresses, you no longer type by single strokes; you 
come to type by words and even by phrases. Numbers, however, are always single- 
stroke combinations. Unless you happen to type the same series of numbers many times, 
there is no context value at all; for that reason your speed decreases, and greater con- 
centration is necessary. 


Type the following number drills until you can stroke each number with absolute 
confidence. Number strokes MUST be accurate, because a wrong number gives no 
warning, as does an incorrect letter stroke in a word. 


When typing numbers only, you should move your fingers up to the figure row 
of keys, making them your guide row instead of the regular position. The finger tips 
will rest lightly on (or just over) the figure keys. Unless otherwise instructed by your 
teacher, the following positions will be taken by the fingers: 


The fourth, or little, finger on the left hand will have no figure key to operate. 
The “s” finger will rest on “2” and so on. The first, or “f,” finger will rest on “4” and 
will operate the “4” and “5S” keys. Perhaps your teacher will also ask you to use the 
left first finger to operate the “6” key. The right first finger will rest on the “7” key 
position. If the left first finger is used to operate the “4” and “5” keys only, then the 
right first finger will also control the “6” stroke. 


When typing copy containing both letters and numbers, stay on the regular guide 
row. In the following drills, stay on the regular guide row unless you are definitely 
instructed otherwise. 


Study 122 


Write each line three times. Line of 65 strokes. 


Left Second Finger—3 
ade3f sd3fd fgd3¢ fsad3 afds3 dfg3d asf3dd sa3d3 gfd3f swsed 


Right Second Finger—8 
:1k8k j;k8j hjk81 ;k8;1 jk8hj 18kjh k81;8 jk18k 108k1 ;pk8j 


Left First Finger—4 and 5 
asaf4 fdf4s af4ad fgef4g f4e5¢ dsg5f daf4f adf4s fddgo d5f4¢g 
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wo 
ow 
sw 


we 


ty 


ya 
ey 
oy 


Drill 2 


www 000 wo wo wo woe woeful words two woven womanly worthy wounds 
000 www Ow ow ow won owl owes now show dowry tows rainbow gallows 
sss www sw sw sw sway swamps swig switch swept swindles answering 


www eee we we we wes wer wen wea wel wet wed west weights weaving 


Study 120—Y 


Line of 65 strokes. 


Drill 1 


111 yyy ly ly ly bly ely aly fly ily ply thy yze only probably 
supply closely personally accurately deliberately microscopically 
nnn yyy ny ny ny any eny uny ony many deny pony puny onyx funny 


rrr yyy ry ry ry ery ory ary cherry very vary story worry library 


Drill 2 


ttt yyy ty ty ty county thirty activity quality ability poverty 
ay ya ey by ya ye yo my by fy py hy ay ya ey by ya yo ye ay by ty 
day way by they yards baby you yours young employing bystanders 


royal myself yearly employed employees classify happiest physical 


Study 12I—Z 


Line of 65 strokes. 


Drill 1 


4ii zzz iz iz iz ize ize uzz iza azi ozo aze azy oyez emphasized 
ozone lazy brazen dozen utilized puzzled oxidizing organizations 
zzz eee ze ze ze zea zeal zealous zenith zest zephyrs zebra zero 
zzz iii zi zi zi zip zinc Zion zither zigzag zincic zilla-zinnia 


22ZZ 000 ZO ZO ZO ZOO Zoic zonal zone zodiac zoology Zouave zounds 
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Study 117—U 


Line of 65 strokes. 


au 
um. 
ug 
be 
du 
us 
hu 
ou 


Drill 1 
au du ru bu su gu hu nu ou mu pu au ju ru bu su gu hu nu mu pu 
num suc hue aut our hum nun unt our oul unl aug uni suc que out 
ug un ud ur un ub vo um up us va tu us ua qu up um ub ur ud uk 


unless hues much number taught human beauty success uninterested 


Drill 2 
due true until but assumes question curiously student consequence 
uses about enough mouth fatigue conjure thought guidance guardian 
hunts young usury education glutton multiply tortuous supervises 


our you sun such salute yucca husband mulberry Zouave invulnerable 


Study I18—V X 


Line of 65 strokes. 


va 
vo 
ve 
ov 
iv 
vi 
Tv 
ex 


wa 
aw 
wi 
wh 


Drill 1 
vvV XXX SSS Xxx SSS xxx val eve ave vav ivi ive vel ver mix rve 
ove dvi evo avi vot exc exa exp mis ext ixt asm exi inx axe oxe 
va ev av iv ve iv dv ov rv vo va ev av iv ve iv dv ov rv vo va 


over hove hover above valley valiant however engraved livelihood 


Drill 2 
give nave lived never visit whatever wherever varieties veracity 
advise various forever involved vanity heaved everywhere service 
cover served sensitive devoting expansion excitement expressively 


next examine admixture existence Sphinx external extreme examples 


Study 119—W 


Line of 65 strokes. 


Drill 1 
www aaa wa wa wa was watt wane sail wall waste wars watch warfare 
aaa www aw aw aw aware away drawn awards awry bawl awful awnings 
www iii wi wi wi wig wives wise with within will wits widow wigs 


www hhh wh wh wh who why whole what white which when whom written 
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Line of 65 strokes. 


SSS 


000 


sss 


ee 
ttt 
sss 
sss 


uuu 


ooo 


SSS 


qqq 


sss 
sss 
ttt 
uuu 


SSS 


so 


os 


sq 


rs 
ts 
st 
su 


us 


Study I15—S 


Drill 1 


ls ls ls souls also sn sn snug obs obstruction slip slugs offside 


SSS nnn sn sn sn snug ns ns ns twins towns ruins brains constant 


so so sou sow som sol son sor sov sop sober soap sower 


os os 
sq sq 
PITS 
ts ts 
st st 
su su 
us us 


Line of 65 strokes. 


ttt 
ccc 
eee 
ttt 


nnn 


aaa 
CU 
TUL 
hhh 
ttt 


ttt 
ttt 
ttt 
ttt 
ttt 


ta 
ct 
et 
th 
nt 


AG 
ot 
pt 
rt 
ut 


ose oss ost most cost post whose ghostly purpose 


squ squeal squander myself ks brooks books banks 


Drill 2 


Corsair warriors dollars letters scraps scarlet 
its rts nts ets itself objects slants efforts 
sts sti str sto state studied stand still stripe 
suc sug sud sun sum sur such suddenly sunshine 


use just house radius usually bruises because 


Study 116—T 


Drill 1 
task tacks taking talking attack tapers tableau 


cti cto cta act cte ctu selects active factors 
eta ety etc. gets poets upset pretext cigarette 
thi tho the uth rth tha ith oth ath thu the thus 


ent int nte nts any nty nti nta int ntr ont dent 


Drill 2 
iti ith ite ita ity spirit written quite visited 
ots ote oth pots got noted other wrote brothers 
ypt ght twi Egypt swept twilight rapt raptures 
rti rte rts rtu part earth's departs expertly 


uth but out uts without outlet bout buttering 
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or 


Line of 65 strokes. 
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Study 113—R 


Drill 1 


hri hre hro three threading through birthrights 
irs irt irl iri trd air first fairly birthplace 
roc roa rou rom row roy ros rob rot rol rog rock 


ort ork ors ore orc orl orn ori ord ory orm fore 


north New York before corn effort words born ordinary cornerstone 


Ppp 
ttt 


EET: 
uuu 


www 


int 


Tai 


uuu 


DE 


DEEN 


pr pr 
cre br 


Tru ru 


UT UT 


wr wr 


Line of 65 strokes. 


sss 
aaa 
ddd 
sss 


eee 


aaa 


SSS 


SSS 


ece 


SSS 


SSS 


SSS 


sa 
as 
ds 
se 


es 


sa 
as 
ds 
se 


es 


pr 
tr 
ru 
ur 


wr 


sa 
as 
ds 
se 


es 


Drill 2 


pro pre pri pru pry pra interpreted improvements 
tra tre tro try tru tri trek travel demonstrated 
rud run rul ruc rus rub rud rut ruf rye rum rude 
urn urf urt uri rup ure urb urs duration tourist 


wri wro awr wra wre written wrote wrought writes 


Study 114—S 


Drill 1 


sat sam same sane save satire sardine saxophones 
ast asi asu asp ase was waste has easier measure 
goods birds sends sounds awards records ascends 

sen sec set sea sel seg sem sed sent seal secure 


ess est res ies zes des nes esa darkness estates 


Drill 2 
ings things mailings Billings failings educating 
months baths seems wreaths knows paths lathers 
show shall shine share shades should shouting 
sit sid sim sig sil sin side simplify situation 


ist isu isd isa sis fishing finished whistling 
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pr 


qu 


Line of 65 strokes. 


PPP 
Ppp 
Ppp 
Ppp 
PPP 
Ppp 


ppp 
pre 


Ppp 
mmm 


qaaq 


aaa 
eee 
rid 
hhh 
ad 


000 


rrr 
pro 


uuu 


pa 
pe 
pi 
ph 
pl 
po 


Study I1I—P © 


Drill 1 


pa pap pat par paw pass paper patches pauper pawned 


pe per pep pen peo pea pec ped papers person proper 


pi pil pie pin pill pupil picket pitiable pineapple 


ph pha phe phi pho phr phy phlegm phantasy pheasant 


pl placed plague plains plump ripple plucky pleased 


pow por pos pol pot pob pogrom potent opportunities 


Drill 2 


pr pr pr pra price presume properly providence prosperous 


pri pru prudent protective privateer promptly proposition 


pup pud pub pug pur pul pure putty pulse puppy pugnacity 


ppp mp mp Sampson accompany np unprepared samples stoop shops 


uuu 


squ squ aqu qua quo quip squall require quit squandering 


quid quiet quiz quick quoit quacks squeaked quotation sequestered 


Line of 65 strokes. 


rrr 
aaa 
bbb 
ccc 
ddd 


Gaiety 


e6e 


aaa 


rrr 


Diets 


Di ioas 


eles 


eee 


Ties 


ra 
ar 
br 
cr 
dr 


re 


er 


ra 
ar 
br 
cr 
dr 


re 


er 


ra 
ar 
br 
cr 
dr 


re 


er 


rap 
ara 
bre 
cra 


dro 


rep 


ert 


November anniversary 


See Foose bebe Alyy Gee ses atoy 


gee Trr er er gr gra 


Study 112—R 


Drill 1 


rapid rake rabbit ramp radiate raisin raved 


lar 
bra 
cre 


dru 


ret 


ers 


ary are ard ars arf arn art ark arm arb 
bru bro break breadth bruised breakfast 
cri cro cru cry secret create subscribe 


dre dri drip drop drove hundred druggist 


Drill 2 


ree res ref rev rea rec rem rei ren rest 


erf ere ery eri era erv ert erl erm ever 


letters fingers persuaded printers severally 


fri 


gro 


fre from frets Africa freight frequently 


gri gre grim grouse graphic agreed grope 
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Line of 65 strokes. 


bbb 
ccc 
ddd 
ret 


SEs 


hhh 
bike 
tT1 
000 


nnn 


000 
000 
000 
000 


000 


00o 
jefete) 
00O0 
nnn 


fofeye) 


bo 
co 
do 
fo 


go 


ho 
io 
lo 
on 


no 


on 


no 


Line of 65 strokes. 


Ppp 


fefeye) 
rrr 
SSS 


ttt 


foyeye) 
www 


yy 


000 


000 
Ppp 
000 
000 


000 


uuu 
000 
000 


VVV 


po 
op 
ro 
so 


to 


ou 
wo 
yo 


Ov 


po 
op 
TO 
so 


to 


ou 
wo 
yo 


OV 


Study 109—O 


Drill 1 


bo bod boi bot neighbor everybody somebody bodkins 


co con com col coc cor cow cock cold could contain 


do dom doc don dot dome don't doctors predominating 


for four follows Stanford Stamford formerly footing 


go goo gon gog gol gov gor gos good goes God goslin 


on 


no 


po 
op 
ro 
so 


to 


ou 


wo 


yo 


how 
ion 
loc 
one 


not 


poi 
ope 
roa 
som 


tor 


out 
wou 


you 


Drill 2 


hop hor hoo hou who thorn hoped Hopi hovered 


ior ioc tion ions action warriors conviction 


lon loz low lop loc los loy look long locked 


onc ons once onyx onerous gong onward tongue 


now nou enough notice nomad volcano monotony 


Study 110—O 


pos 
opa 
ros 
sou 


tom 


our 


wor 


Drill 1 
pop pow por 
Opi opp opu 
rov rou rom 
sop sol son 


toa tou tob 


Drill 2 


ous ouc oun 


won wom woo 


pol pon post poster posture 
opt open operate operations 
rop rose prop across roamed 
sor sov some South something 


toi ton top tog into history 


ouch oust ouija pour without 


wol would words works wonder 


your yowl yoke yolk yokel young youth yonder 


over vo volcano ob ob observed ow own or oratory jo 


jo majority oc octopus ocean oculist ot ot others bother jubilant 
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Drill 3 


rrr mmm rm rm rm arm erm orm harm farm firm determine transformed 
mmm uuu mule music muddy amuse mute mum multitude mutilate Munson 
uuu mmm um um um uma umb umn ump trump number maximum assumptions 
sm sm 1m 1m nm nm my my small smudges myself realms entertainment 


Study 107—N 


Line of 65 strokes. 
Drill 1 


nnn aaa na na na nay nam nab nan nar nat nap name Nabob narcotic 
aaa nnn an an an any and ant ani ank anc ano ans demand Scotland 
than San Francisco handicap abundant handsome planted constantly 
hhh nnn hn hn hn John learned autumn freshness Johnson smoothness 
nnn iii ni ni ni nic nin nit nine niche nickel nitrous nitrogen 


Drill 2 


rm 

mu 

um 

sm 

na 

an 

hn 

ni 

ne nnn eee ne ne ne nev net nes ner neon newt next neither neuralgia 
eee nnn en en en enc enu enj env ent end ena then greens happened 

en : a 4 A 
open attend mental friends audience entrance existence experience 
iii nnn in in in fingered principles going thing enduring morning 

1 opening handing machine instance minded fascination contradicting 

no 

on 

nu 

un 

rn 

kn 


Study 108—N 


Line of 65 strokes. 
Drill 1 


nnn ooo no no no not non nom nok nos nod nob noi noo nor normal 

none noise nominal nostril nobility noxious nonchalant noticeable 
ooo nnn on on on ond one ons one convenient education definitions 
London afternoon function expression constantly millions vacation 


Drill 2 


nnn uuu nu nu nu num nut nur nup nurse numb nutmeg nuptial nuzzle 
uuu nnn un un un und unc ung unt unn run fun functions abundantly 
rn rn rn eastern concerned earned turn more learn gn gn gn signal 
gnat kn kn kn known knew knee wn wn renown dn kindness sn snowing 
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dl 
le 


Line of 65 strokes. 


uuu 


Nien eiere rl ule tL 


lll 
eee 


at 


Lit 
iit 
1 A 


000 


aT 
AA 
TENS 


dl 
le 
ri 


gl 
LL 
i 
lo 


ol 


pl 
ul 


dl 
le 
bab 


gl 
igs 
nul 
lo 


ol 


pl 
ul 


Line of 65 strokes. 


Lad 
mmm 


fofeye) 


mmm 


mo 


on 


mo 


om 


mo 


on 


Study 105—L 


Drill 1 


dle idles dawdle riddle saddling noodles puddled 


tle lev lea lec les 


leak less level little lemon 


fla fle fli flo flop fled flabby flannel muffled 


Drill 2 
glo gla gli glu gle 
Lite ivealit ik lab 
is roe wl ved Ve oil: 
loo loa lov loe lop 

Drill 3 
oll old olo ole olu 


ple pla plo pli plu 


ogle glib glow glued glamour 
lie lio lia lic lived lipped 
will while illicit utilizing 


loz los lost long lone lowly 


hold color solution absolute 


ply plan pleasure displaying 


uld would should could ultra lumbers successful 


only battle furled worldly openly settling 


Study I106é—M 


Drill 1 


: 


maj man mar may made marrow majority manifesto 


ame amb amp ami amo 


came dreams damp ambitious 


med mea men member moment mellow medical Mexico 


them empty member embers remain emerged employer 


Drill 2 


mind mighty million Mike misty mischief military 


ima imp ims imi ime 


mon mov mor mot mob 


imu imb time glimpse crimson 


move months motives monument 


ome oma omp home some from room moment something 
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Line of 65 strokes. 


im iii mmm im im im 


Study 103—I 


Drill 1 


ime ima mimic limited similes imitate simplified 


ni nnn iii ni ni nit nic niv nio nis nie nif niche nitrate vanished 


Bors eer es a 
SSS 112 (Si sisi 
Cte sie Cita ce 
VVVLLL Vas vie va 


www iii wi wi wi 


Line of 65 strokes. 


jij o00 jo jo jo 
kkk aaa ka ka ak 
kkk iii ki ki ki 
kkk nnn kn kn kn 


aaa 111 al al al 
approval finally 
111 aaa la la la 
bbb a bilvbl abr 
eco Lil clo cl 


int ini ina ind inc inn ins ink ingot interview 
oin oid void coin doing point groin going loins 


pit pits pith picks rapidly pitiless inspiration 


Drill 2 


ria rin rie rit rig rim grin risen Syrian Orient 
sio sit sil sib sir sin sip siz sign sixth sight 
tis tic tim tie tingle authorities statisticians 
vie vin vig vic vit vir vice view victim service 


win wit wid wis wide wise wire win wispy growing 


Study 104—J K L 


Drill 1 
ju ju je je job jar joy just jest joker majesty 
ake take taken baker rake kale forsake breakfast 
ik ik ik skin taking like kissed kine kite kitten 


nk nk nk knew know rk ark quirk knicked remarked 


Drill 2 


alk ali all als alo alt alto pall normal talking 
real call goal practically classical personality 
lac cla lad lat lap place class lack label Latin 
bla ble blo bli able bled black blooms blackfish 


cle cli cla clo clu clump circle closely clouded 


89 


Iv 


“SOUTT SATSSEOONS OM} UeYY 
10m JO pue SY} }@ SpioM BUIpTATp ptoae ‘etTqtssod IOASUSYUM ‘2ST 


‘esed yxou ey} 01 prom e8IT USE 
6y} IeAo A1IeQ ‘e8ed e uo pi0M FSET SY} BUTPTATP PToAY ‘IT 


ClOmLe Gee OF CL v9°068 -‘cr7g‘ses 
*“SOINSTJ seryy 
JO S19Z90}UT JJO yIeM YOTYM semMoD Su} JO suo JIezse usydAky ey} edéy pue 
UOTSTATP }eY} SNe ‘UTSIeM puLY—-1YySTI poo’ v UTeLUTEM OF UOTSTATp Be 
oye OF STQeITSep ST 4T pue seunStTz esieT AIEA OJUT suNZI yUNOWRe 9Y} Aaa 
“SeINSTJ UT pees jUNOWe Ue SUTPTATP PTOAG ‘oTNI TereUues v BY, OT 


“PIOM OY} UT IOTTIVe UOTSTATpP ey} eye ‘seTqeTTAs 

SOU 10 S814} SVY PIOM OY} JT IO {euTT ey. Jo pue ey} 7@ SI98}17ET Y10qG 

ed&, ‘eoeds euo eitnber TTT UOTSTATP 84} MOYS 0} portnber ueydAy 

SUL ‘“SUTT SUTpeeoons ey} 074 I9eA0 peTaseo oq TITM S19}478T omy ATUO 
yey, ACM & YONS UT pr0OM & SUTPTATP PTOAe ‘eTNI TeI19Ues v sy ‘6 


7UST1-I9 eM pessessod-jTes sy,Uuee}xTs—useyJTI 
BUT}OSedsei-jJ Tes TOI}UOO-JTes ButTyoeei—1es 


*‘pesn ueeq 
Apeoijte sey ueydcy Su} YUOTYM }e YUTOd ey, ye ATUO SUTT © Jo pue ey. ie 
P8PTATp ©q pTnoys pe}eueydfy ApeeiTe St ey. prom punodumoo WS 


}, Ueaey 4, UPTNOM 4, UpTNoYS 3, UpTNoo 
“peptatp eq you few BSutTMoTTos 


©U} SB YONS SpIOM ‘e1oser1eyy feuT[ BuTpeesons ey. 034 szeAo petiie9 
4 }OU PINOYS TeMOA @ UTe}UOCO YOU Seop YOTYM eTqeT TAs y a} 


‘sydeisesed usamjoq pur 
‘somnsy pue Sp1OM sATeIsNTI oy) Joy Sutoeds a[qnop yiM asngs-aj8urg ‘sayous l jo 
oul] B asc.) “Apoexa 3x93 ay ur Adoo ay MoTIOT “Way} puejsiapun nod jy} Ins apeur 
pue peipnys savy nod Jaye Adoo yy8tens se ‘zy] 0} Z ‘sapni Surureurss ay} adAy, 


E lg 


UOT}—ep-USsU-—WO-NeI UOT}—OS8T-9s uUoTS-stTu-—1ed peuoTtj—ueM uoT}—C}—-TUT 
UOT}-dT1IOS-ep UOTS—STWO UOT{-USE4-uUT uoT}—-CU-TO-SejJ UOT1—ONI4S—uUO0D 
uoTS—sej—-o1d uoTs—eo-90 uots—seid-ut UeTO-T1I}—-O98TSe UOT1—ep—ow—wWoo-oR 


‘a0eds-s[qnoq ‘seyons Q/ Jo oul] eas_, ‘9 any Sunesnyy 


f Illa 


Study 10I—H 


Line of 65 strokes. 
Drill 1 
he hhh eee he he he heap head hero heed herded heating headquarters 
hi hhh iii hi hi hi his him high hide hive hither hierarchy hibernate 
ho hhh ooo ho ho ho how hop home hope hours howls holy holly honorary 
ch ccc hhh ch ch ch charge which much characters exchange churchyard 


gh ggg hhh gh gh gh caught tough enough thought straight thoroughly 


Drill 2 


Pye SSS hhh sh sh sh sha shi sho share pushing shorthand shipwrecked 
ttt hhh the thi thr tho rth thy uth tha ths they other everything 

th than months thrust nothing then fourth thrown bothering therefore 

wh www hhh wh wh wh whe wha whi who why whether whatever worthwhile 


ph photostat rhetoric photography stenographic atmosphere phenomenon 


Study 102—I 


Line of 65 strokes. 
Drill 1 
aaa iii ai ai ai air aid aim ain fain pair maiden aimless failure 
bbb iii bi bi bi bil bit bir bid bis bills ability bidden biscuit 
CCOl121..C1 Cl Cl2cls Civ cle cil cite circle citizen, civilization 
ddd iii di di di dim diu dis dit dif div dismay dismiss difficult 


fifioili cis tiatiotiretin Titesfivo first erricient-qualiticatvons 


Drill 2 
gi ggg iii gi gi gi gir giv giz gid give giddy original Regina girds 
hi hhh iii hi hi hi his hil him hig hin hir hid hill hint worthwhile 
ket kkk iii ki ki ki kin kit king taking kind kid kitten kiss kindled 
li Vid tito indi dive Tet lizelinsdim lib likestivingsline abid ity 
mi mmm iii mi mi mi min mil minds mink miles seeming simile diminish 
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if 
fo 
of 
fr 
rf 


Line of 65 strokes. 


B Eas Game 8 a 
fff ooo 
ooo fff 
fi iecer 
pS es aE 


fa fa 
af af 
fe fe 
ef ef 
PLCLy 


Pf vit 
fo-fo 
of of 
nT Wee OF & 
Plait. 


Line of 65 strokes. 


Study 99—F 


Drill 1 
far fact fame fare fable fashion fatigue faculty 
ett after raft-Afton-afiray afloat afraid afford 
feel feet felt fetid fence fears feline ferocity 
brief beliefs effects effectually effectiveness 


five find fifty finish fishing figures financial 


Drill 2 
li ftedslife: riftle=fist-differisiftedsditriculty 
for form four found forgot footsteps foundations 
off offer often office offside official offenses 
from fruit fully friend handful flagging carfare 


surf turf curfew surface tearful cheerful fearful 


Study 100—G 


Drill 1 


gge eee ge ge ge get ig ig ig big right signed high bridge ignore 


gi dg ag ga fatigue gift knowledge ago agone games geisha gasping 


nnn ggg ng ng ng ang eng ing ong ung length jumping admonishing 


spring living visiting reasoning predicting something unswerving 


long wrong clang strength nothing claiming regarding typewriting 


eee cis el ei gt 


ge_ 000 gO go go 


ge_g uuu gu gu gu 


fepepee ip gn te Feary fez edly 


gracious grieved 


Drill 2 
glow angle globe agile glamour gloaming bungled 
God got frog gorgeous together goods loggerheads 
guess gum Gustav gurgle gunshot guzzled through 
group great greatly rg rg rg barge bergs granary 


largest barges gargle Gargoyle argued gram cargo 
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Ig Apnys 


1 


do 
nd 
ar 
ad 
be 
ce 
de 
fe 
ge 
ie 
ke 
le 
me 
ne 
en 
pe 

re 

re 

se 

te 

ea 

ve 


ddd ooo do do do 
nnn ddd nd nd nd 
ddd rrr dr dr dr 
uuu ddd ud ud ud 
could held dusty 


bbb 
ccc 
ddd 
Laat 


28 


eee 
eee 
eee 
eee 
eee 


be 
ce 
de 
fe 


ge 


iii eee ie 


piers lief 
kkk eee ke 
111 eee le 
mmm eee me 


nnn eee ne 


never fine 


eee 


PPP 
EEG 


reb 
sss 
Cot 
eee 
VVV 


nnn 
ece 
eee 


reg 
eee 
eee 
aaa 
eee 


en 


pe 
Te 


Drill 2 


doe dou dow down good produce godlike doubtless 
end ind and und ond attend individual expanding 
dre dri dru dro dry adr drive drop dream drawls 
ude uld ldo bud sudden muddied. buddy huddling 

student powder wisdom pudding muddied dutifully 


Study 97—E 


Line of 65 strokes. 


be be bef bea 
ce ce ces cer 


de de der dem 


fe fe fec fer 
ge ge gel ged 


ie ie ier ien 


Drill 1 


ber bey bec before beets beyond numbered 
cen office sacrifice Wallace incentives 
def dep ded den dev dea leader accidents 
fed fee defect fertile effect feminine 
ger angels image fingers arrange geared 


Drill 2 


ies iev iec tier pieces studies heaviest 


lied efficiency centuries sufficient believes relieves 


ke ke key ked 
le le lea lev 
me me men met 


yyy eee ye ye ye yer keys keep yes years 
lem leg ler len let led les clear leaven 
med mer mel meteorites medicine melodies 


Study 98—E 


ne ne nev ned 
new knew line 
en en ent enc 
pe pe pec per 
re re rea rel 


ret before there 


se 
te 


se se sel ses 
te te ter ted 


Drill 1 


new ner nes net neg nea nec energetic 
lines neglect energy nineteen concerned 
end eno eng env energy enough entirely 
pet pel pea pen peo expecting compelled 
rem ren rep rev ere req red realm grease 


Drill 2 


were ware entire dreary barely regulated 
sed sev sen set sew ser sec sea securely 
tes ste tem tev ten tel often tell waste 


ea ea ea eat each eaten earthly eclaire eastern execution 


ve ve ve vel ver eve ves even perspective constructively 
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Line of 65 strokes. : 


eee ccc ec 
necks cent 


TCC AC 


lick which 
ccc hhh ch 
cco lil el 
000 ccc oC 
uuu ccc uc 
ccc uuu cu 
sss ccc sc 
nnn ccc nc 
XXX CCC xC 


Study 95—C 


Drill 1 


aaa ccc ac ac ac ace acr ach acm acc ack act aci acres accordance 


act actor laces laced trace track stomach sumach accomplish acrid 


ec ec ece ech peck piece wreck flecks perfect lectures 


rector recorded technique because necklace necromancy 


ic ic ice icy ict ici ich nice mice diced efficiently 


Drill 2 


medical service notice icicle sufficiently methodical 


ch 
(oll 
oc 


uc 


cu 
sc 
nc 


XC 


Line of 65 strokes. 


aaa ddd 
ddd eee 
eee ddd 
covered 
iii ddd 


ch 
@ll 
oc 


uc 


cu 
sc 
nc 


XC 


ad ad ad 
de de de 
ed ed ed 


utilized 
nite [nis Panic 


chuck cheer lurch butcher hunch church character 
cleared include inclose clearing clock clearings 
oct oce ock ocu locust process o'clock proceeded 


such uch uce ucc uct ucl duct produce touchstone 


Drill 3 


cub cur curb cupola cumber cumbersome scurried 
sca sch sci sco school science scores landscaped 
nce nca nci once encase uncanny ancients pencils 


xch ree rch exchange exercise except exceedingly 


commerce commercial arched archives searched exchequer exceptions 


Study 96—D 


Drill 1 


adi ado ade adv had read road advanced advertise 
dea des den det dec dem deal desire destruction 
edges emerged journeyed pleased edified hundred 
afforded hundreds acquainted formed remarkably 


ide idu did dial ideas decides guides displayed 
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al 
ma 
oa 
pa 
ap 


aaa 
mmm 
fefele) 


Ppp 
aaa 


aaa 
sss 
aaa 
ttt 
aaa 


aaa 
VVV 
Www 
aaa 


yVY 


bbb 
aaa 
bbb 
mmm 
bbb 


000 
rrr 
bbb 
uuu 
bbb 


ivi 
aaa 
aaa 
aaa 


Ppp 


ror 
aaa 
sss 
aaa 
ttt 


uuu 
aaa 
aaa 
Www 
aaa 


aaa 
bbb 
eee 
bbb 
000 


bbb 
bbb 
DEE 
bbb 


uuu 


Drill 3 


al al al ale all alone altars altered already allowance 
ma ma ma may mad mar domain master matron machine mashie 
0a Oa Oa Oar oak goal boat Broadway checkerboard approach 
pa pa pa paper padres paid pads past paint palace company 
ap ap ap ape apex aport sap appear apple approval applied 


Study 93—A 


Drill 1 


ar ar ar arc arouse article artisan arnica ardor argued 
Sa sa sa Sat sav saf saw sac sai sam sal sar sad deposit 
aS aS aS ask asp asked assumes aspire asparagus assorted 
tak tal tan tag tab tat tay tam tai tap tac tad pittance 
at at at atom atop attempts attitude athletic atmosphere 


Drill 2 


au au au uuu aaa ua ua ua autumn dual suasion individual 
va va va val var vai vat vag vam vas vac vacuum variety 
wa wa wa way want watt wares water walking upward wander 
aw aw aw aware away awry awe await awards awakens awoke 
ya ya ya Z2z aaa za za za yards yaw yawl adz azure azalea 


Study 94—B 


Drill 1 


ba ba ba back badly bank barrier probably rebate bazaars 
ab ab ab abl abi abo abbi abaft ability rabbits portable 
be be be best bear being before because between believes 
mb mb mb numb climb number thumb nimble rumble cucumbers 
bo bo bo bon bog bow boat bombed botany bondage botanize 


Drill 2 


ob ob ob obe bob obj obs oblong object obtuse obey obtain 
rb rb rb orb rbi rbo orbit harbor harbinger arbitrarily 
br br br bru bra bre bri bro brute break brain brokerage 
ub ub ub ubl ubj ube about bust bump ruby doubt subjects 
bu bu bu but bur bun bui buc buf busy build buckle bullet 
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Section Twenty-two 


Correcting Letter Omissions 


HE drills in this Section are based on actual words in which letter strokes were 

either omitted or very lightly struck. When, in your own typing, you have diffi- 
culty with certain combinations of letters or have omitted letters, turn to the drills 
which contain those letters and letter combinations and type them slowly and with close 
attention. You cannot correct faulty stroking by jerky typing. 


Type each of the drills in this Section at least twice. After you have typed several 
drills, turn to Section Twenty-six, page 110. Type for at least five minutes from the 
straight copy given in that Section. 


To the Teacher: These drills may be used each day in the order in which they 
are given, While each drill stresses certain strokes and combinations of strokes, the 
material is excellent for warming-up or corrective drill. After some time has been given 
to the typing of this drill material, always have the students write from straight copy on 
pages 110 to 113, or from other material of average difficulty. 


As these drills are made up of words and letter combinations that caused more 
than ordinary difficulty, permit your classes to type simpler copy after five or ten 
minutes of drill in this Section. 


Study 92—A 


Use a line of 65 strokes. 
Drill 1 


bbb aaa ba ba ba base back abase barrier football baccalaureate 
ccc aaa ca ca ca cat care carefully caroling Caesar's Calaveras 
ddd aaa da da da day dazed dams daunt dandelion dashing dampness 
eee aaa ea ea ea ear reason great ear fear leaves ideas meander 


eas ean eat eam ead eaf eac eap east easily clears search leave 


Drill 2 


fff aaa fa fa fa fall favor fatal fastened favorably unfamiliar 
Seg aaa ga ga ga gaunt gay game gaze gain good gaping aggregate 
hhh aaa ha ha ha hab has har han had hap hav hal that chase harp 
than had have charge has harder perhaps hasten asphalt happiness 


iii aaa ia ia ia giant essential officials brilliant especially 
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(b) 


six fixed size zero prey yield next mixed adz jersey drizzle 
Friday yet yams eyes dozen zither piazza foxes maxim mystery 
York context yucca bazaar zeal sphinx taxi relax easy freeze 


: Drill 2 


polly prizes dreary texture feaze yellow exercises recognize 
Maxwell buzzard years wholly teazels duty sexton zodiac raze 
Kersey puzzle youngster mixture worry zircon symbols expunge 
Mexican yesterday zephyr fixture radically xyloid buy thirty 


Drill 3 


quixotic exclusions everyday supremacy oxygenize hypothesize 
Civilization exceptions inexcusable obnoxious crystal zodiac 
relaxation executrix zwieback xylography Yugoslav blazonment 


Drill 4 


strokes. 


It is an extremely difficult and puzzling task to compose copy 
which contains the letters x, y, and z with any frequency. If you 
don’t think so, just zealously try to write such copy. You will find 
the task extremely difficult—one that will tax the exercise of all the 
ingenuity you possess. The following examples may convey to you 


some idea of the hazards you will encounter. 


“There was no relaxation in that taxi as it whizzed through the 
extremely heavy traffic on the dark, slippery highway. Why, even 
in daylight hours, the most experienced taxi driver would have 
hesitated to travel at such a rapid rate! A dozen times this taxi 
driver had made the very same trip under such extraordinary 
weather conditions. His passenger, an elderly lady, appeared ex- 


tremely excited, but under the circumstances who could blame her?” 


“The expert examined the prize textbook. He explained, after 
studying the text, that its excellence had been grossly exaggerated. 
The text was really radically different, but just a cursory examination 
would not cause one to realize its great difference in context and 
method.” 
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This copy stresses the x-stroke, the y-stroke, and the z-stroke. Use a line of 65 


13 


26 


40 


54 


67 


76 


89 


102 


115 


129 


141 


154 


167 


179 


193 


208 


221 


223 
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(a) 


Drill 2 


would bewilder sawyer whirls weird worthy wisdom wine worthy 
wilt welcome wear twenty swings wheel wisp lower aware wheat 
wit whom twelve willing walked waxed wizard wore wine billow 
anywhere warriors workmanship white overwhelm lower wiseacre 


Drill 3 


overwhelm watchword whippoorwill hawk-eyed waterworks whiten 
Western waywardly pawpaw wharfinger watercourse weathercocks 
Washington wampum whereabouts tweezers crow's—foot knowledge 


Drill 4 


This copy stresses the w-stroke. Use a line of 65 strokes. 


The water was very rough. White-capped waves threw their 
spray over the breakwater. Sometimes huge billows of water swept 
over the roadway, leaving wavy lines of white foam. 


Away in the distance, somewhere in those stormy waters swam 
two weary women who were racing toward the judge’s boat, the 
‘“‘Washington.”” The swimmers would receive a warm welcome and 
a white gold award; a silver cup would be given the winner. 


There was some worry about the exact whereabouts of the swim- 
mers, although the watchers knew that rowboats followed them 
closely. Finally some hawk-eyed boy in the crowd caught sight of 
the rowboats; soon the heads of the women swimmers could be seen 
in the hollows between the rows of white-capped waves. 


It was just a short while before the two swimmers drew abreast 
the judge’s boat. The long race had been close, and there were but 
a few feet between winner and loser. 


Study 91 
For the Correction of Faulty X,Y, and Z Strokes 


Xora 1G V Foret 2590 BhjOra ce) 7 
CoO Kiel) tsjor yeali2 B02; 513 
x for 2, 18 yi for. U,- 243 | Ziel OteS, pele 
Zo 1On Keel oS Us OT Veo 
Saf Ol. toned Valor ye of 
hejorsy, 15 ; 
Drill 1 
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frwWeOezeLG-y Lit 8 Kea per Gq, We tes elo Zeiten ve ewe yey. Tek 


81 


12 
25 
35 


47 
59 
72 
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96 
108 
121 
134 


145 


158 
171 
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(a) 


Drill 2 
flavor brave violin visual avoided velvet valve vast valiant 
vizor evasion victory captive verdure vestige obvious solved 
Verdun vocations negative observer souvenir seventy vagabond 
vegetation covered vacation evermore verbal jovial nevermore 


Drill 3 


variation chivalrous vocabularies dividend available victual 
Stevenson vaudeville vacillation victimized vibrant vivisect 
vortex juveniles vanquishable perseverance ravenous volcanic 


Drill 4 


This copy stresses the v-stroke. Use a line of 65 strokes. 


Reserves, reserves quickly brought up by trucks, alone made 
possible the very sorely needed victory at Verdun. It was the 
greatest military achievement of the Twentieth Century. The paved 
roads leading from Paris to the battle front proved their inestimable 
value in this grave crisis. Quick action saved the lives of many 
individuals, both soldiers and civilians. If the brave reserves had 
not valiantly vanquished the hosts of Germany, the inhabitants of 
Paris would have been taken captive by the invading governmental 
forces. 


Never will any brave democratic nation be vanquished by an 
enslaved dictator-ruled nation. As long as there is a vestige of 
chivalry, nations of free and independent peoples will persevere. 
The problem of war will never be solved until men and nations 
revise their codes to revere and respect the rights of others, even 
though those other nations are weak and unable to prevent invasion 
of their boundaries. 


Study 90 
For the Correction of Faulty W Stroke 


w for s, 159 e for w, 63 We{Ore 0,23 
s for w, 104 Waoree, 22 
Drill 1 


SoW) 6 pW Low. Ve jw d-geaqew h-o ff w t-v ob wor watlevwezo.ek 
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will ways which whirls vowel wayward power jewel wake bestow 
award wages wagon weight warrant whittle swing wheels weapon 
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(a) 


(b) 


Drill 4 


This copy stresses the t-stroke and the u-stroke. Use a line of 65 strokes. 


There is a splendid story for children that most persons have heard 
quite often and that might fit our theme right here and now. The 
thought of this story surely stands out vividly in the memories of 
most individuals, for they have listened to it more than once when 
they were children. This story taught you and me the fundamentals 
of finding something for nothing, if we would but spend the required 
amount of patience and time and had that unusual quality of forti- 
tude that helps us to win the social and financial goals of our ambi- 
tions. The story that was told to you and me surely led us to have 
gigantic faith in the theory that if an individual would go to the 
trouble to find the spot where either end of the rainbow touches the 
ground, he would right then and there find a big pot of gold that 
would be his for the taking. We should not permit ourselves to forget 
this fine story of the rainbow with its rich splendor, for in that story 
each of us without doubt had his early training for some of the later 
ambitions which came to prod him to find something for nothing, or 
to wish for some form of prosperity at some cost to his own neighbors. 
Perhaps it is true that the children of the land did take this story 
with a grain or two of salt; but even so it has without the slightest 
doubt left the mark of cupidity in our own thoughts, as did also that 


other splendid story about the golden touch of King Midas. 


From The House on the Sands 
By F. J. Pribble 


Study 89 


For the Correction of Faulty V Stroke 


v for b, 108 v for c, 42 f for v, 44 m for v, 
b for v, 60 GajOr vy, oa) Valor 1 oae20 v for m, 


Drill 1 


ALVse VOLE aT aN ADVE Oo av Ou Sa Veale ow oP sa oO at eCaO 
Zt VaDav pom O16 £4) Vayo Dells Vi Kex- Saya lo Mv Osp .; 
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valor vapor ever vapid survey crave even revel novels vogues 
civil lives vents waved devoid vale value verge cover violet 
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(a) 


Students today are pursuing their studies in laboratories and shops 
where the atmosphere is somewhat similar to actual outside condi- 
tions. The student of salesmanship actually sells; he demonstrates 
the products he is to sell; he must convince his classmates. The 
student who hopes to be a typist is given practical projects. In 
addition to mastering skills, such as a firm and quick stroke, relaxa- 
tion between strokes, and even stroking, he is supposed to set up 
letters in the various styles, both personal and business. The typist 
does something more than demonstrate speed and accuracy; he 
masters all forms of typing even to the setting up of complicated 
tables. 


Music, dramatics, science, all the arts, esthetic and practical, are 
taught and demonstrated in a realistic manner. The days of imprac- 
tical education are over. You can secure training that will fit you for 
successful conquest in your chosen profession or business. 


Study 88 
For the Correction of Faulty T and U Strokes 


P for t, 195 talon ee lo Yr for u, "S30 u for y, 
% for r, 154 Sorte a/2 DyOnmt. Oe y for u, 
t% for y, 112 t jor=f, 43 layor iss o for u, 
Vv jor c, 90 £eforst,. 24 The fore eh ao u for o, 
t{for 6; 3/ ju oreus 
@ for t, 18 


Use a line of 65 strokes. 


atucem use lau tonc0=d ie pent re - tor UnV-Sel yoo saeheumtae 
jt Un O-qea wet-Uca x-zealt Utes J) Osnexe Ulead Cry, 
trace told uneven truck purple trite numb tests unity vaster 
union upper tribe devote faith unless tragic numbed amounted 


Drill 2 


stimulus adequate unconscious uncouth twine twill tilt shift 
imprint uncle tower tyranny tragic further cumber gull trust 
unity curious caught knuckle urged thought trite unveil trim 
Saturday unlawful secured nurture unless useful upper tracks 


Drill 3 


twelve undergraduate gullible tentative unequivocal trumpets 
atmosphere pathetically ubiquitous tattooing uncoil taxicabs 


_ungenerous trajectory tranquillity ultraviolet transcription 
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Study 87 


For the Correction of Faulty S Stroke 


s for d, 183 a-for-s; 159 s for w, 104 s for c, 
Gores. 1 oF S jor a. 113 w for s, 159 c for s, 


Drill 1 


Ss a yw ds mS x Ub s ¢ nusal-s rh s-278 joyote f sug 
S028 pos ab Sm -S.q seek v 2s ao Ske Z yao 26) weard 


spar sports usage seats shoes toes shop some soap cows skies 
diseases doctors affairs costly should extremes sweep snowed 
Drill 2 


sixty expanse splash response sleep various scratched essays 
gesture sizzles physical haste vessel dress cistern exercise 
isn't factors justly chickens escape university nears habits 
Collins scissors sizable hothouse masses second corpus loses 


Drill 3 


essentials self-—possessed necessities scrutinizes statistics 


50 
42 


footsteps conversation secessionist spontaneity associations - 


asbestos vigorously conclusion squalor sophisticate scissors 


Drill 4 


This copy stresses the s-stroke. Use a line of 65 strokes. 


Educators today are seeking to make the student’s school work 
in classes and lectures less superficial. They are seeking vigorously 
to make classrooms and shops more successful in training students 
for the world’s professions and trades. The sixty-year-old custom of 
handing in papers and scribbling essays was too far from the actual 
necessities and standards of successful business and professional life. 


Schools and colleges are more of an absolute necessity in these 
years than ever before; the activities of modern life test the stature 
of a man severely. Teachers and educators realize that vision is 
absolutely essential in these United States whose natural resources 
and opportunities seem limitless. God has surely blessed our land 
from the days of pioneer struggle and extreme trial to the modern 
days, when our citizens live in the greatest luxury. He has crowned 
our efforts with superlative success. 
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was over at last. The trip had begun when they learned of the 
tragic death of their elderly guardian. The records of their county 
coroner entered the strange disappearance and death of their former 
tutor and guardian as one of unpreventable accident. 


Robert had not been entirely sure that the report of the coroner 
was correct in his story released in the report. Later he and Lawrence 
hired a private investigator who discovered that the elderly man had 
had a secret rendezvous with several very disreputable rascals in a 
ramshackle old warehouse near the river bank piers, where he had 
been discovered early the next morning. Several reputable citizens 
had heard angry voices in what seemed to be a terrible quarrel. 


With the investigator, both Robert and Lawrence left their dairy 
ranch and grapefruit orchards in northern Arizona to follow the trail 
of the perpetrators of the horrible crime of murder—for a revised 
verdict from the coroner’s office gave the elderly tutor’s death as 
unnatural and premeditated on the part of the killer. 


The journey led the three in an easterly direction, then across the 
sea. They traveled through Germany, then to Paris and through 
France with the criminal apparently ever nearer apprehension, yet 
never quite within their grasp. It was just as though their quarry 
sensed their approach, when he would hurriedly relinquish his resi- 
dence in one territory for another somewhere in an entirely different 
country. 


The trail led into Spain, where the rapidly rising tide of revolution 
and insurrection provided greater opportunity of safety for the 
recalcitrant renegade they were pursuing. Forty-four restless days 
were filled with rumors of war. The criminal crossed the border into 
Portugal. Four weeks later the route re-crossed the seas to British 
Columbia, where the investigator, in cooperation with the Provincial 
police, discovered and arrested the murderer. He surrendered with- 
out a struggle and swore he was relieved, now that he could begin to 
pay for his crime. 


In spite of the many disconcerting experiences, their great financial 
loss, their loss of time, and their years away from their ranches, the 
weary travelers were restored in spirit when the capture was made. 
After a brief legal struggle in court, the criminal admitted his brutal 
act and was required to serve a life term in prison. 
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{a) 


(b) 


This phenomenal quality lies in the fact that the juices of the tree 
are quite rich in papain. Papain is a product possessing the power 
of digesting proteins. Because of the efficacy of papain, it is rapidly 
replacing pepsin in the drug field. 
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For the Correction of Faulty R Stroke 


Pr faret,. 195 fofor Tae Sor Ds wee 
tijorr, 154 Poorer. 52 Tr jor-s. 19 
r for u, 80 r for e, 66 
Urforer. 4 e forr, 44 

Drill 1 


Pet s0eZ7 US be) tot-O: Tn Salo etOTG her sV Cele tee: 
jie ks ee" p Rewer ay roy sh oret-aesna Iriober Bhesnen sicqeues 


rid nor are our your first hear tutor craft heart price raid 
afraid desert rather retains river retard errors rock reared 


Drill 2 


skirt require quarrel restraint prepare brays terror journey 
relegated racket rigged revolution ringer realize surrenders 
Arizona forty-three request repair reverie rural roars range 
radical exert raspberry stargazing texture undertake horizon 


Drill 3 


artistry corrector shrubbery relinquish deservedly resurrect 
Roquefort restorative refrigerator tzarevitch rotary rooster 
rendezvous recalcitrant easterly jurisprudence rakish rapier 


Drill 4 


This copy stresses the r-stroke. Use a line of 65 strokes. 


The brothers, Robert and Lawrence Ruxdell, reported to their 


friends that their long journey with its many and varied experiences 
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(b) 


April peeps depth cheap simple paper peace tamp stop persist 
pepper camp quiz pamper puzzle crisp equals mosquito quickly 


Drill 2 


powders spot promontory quoted conquest quinsy banquet proxy 
properly hardship copperplate quibble inquisition diphtheria 
antiquity perplex liquid applique exports conquer obliterate 
Napoleon quit quantity pepsin papain equally quantity papaya 


Drill 3 


perspicuity unquestionably frequently processions cantaloupe 
Albuquerque propinquity appropriation questionnaire quixotic 
peasantry perspiration propitiatory quadratic quaff pedantry 


Drill 4 


This copy stresses the p-stroke and the q-stroke. Use a line of 65 strokes. 


The tropical papaya is the world’s most versatile plant—or tree— 
and it should quickly come to be the most popular. It can be used 
to replace that quite constant procession of oranges and grapefruit 
at the breakfast table. The bark of the papaya is used in the manu- 
facture of rope; its seeds are eaten as a delicacy, and natives of the 
tropics quite often chew them to quench thirst; the roots yield a 
juice that is said to be an excellent tonic. The ripe fruit finds a place 
as a most pleasant substitute for the prosaic cantaloupe. In a green 
state it may be cooked and eaten as a vegetable. Then, too, when a 
papaya has become unproductive at the end of approximately three 
years and is cut down, the soft, pithy heart of the tree is carefully 
removed and grated. It has the appearance of and somewhat the 
same pleasing flavor as the cocoanut. 


Ripe papaya, sliced and served with whipped cream, makes a 
delicious dessert; with lettuce and cucumber, it makes an appealing 
salad; papaya jelly and marmalades, pies, sherbets, and pickles are 
other possible pleasant products of this tropical tree-plant. Crys- 
tallized papaya cubes provide quantities of splendid candy. 


The juice from the green papaya fruit is used by the natives in 
the tropics in treating eczema, warts, ulcers, quinsy, diphtheria, and 
many other ailments. 


The ripe fruit is used as a cosmetic. With equal success, face 
powder and lotions for skin treatment are produced from the papaya. 
The green fruit and leaves are employed as soap to remove stains. A 
slice of the green fruit rubbed over tough meat will make the toughest 
boarding-house steak turn up its nose at the high-priced sirloin. 
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book blood room school opera color costly oxygen oldest owes 
often globe awoke observe ozone object oxalis onerous pistol 


Drill 2 


piquant purpose occasion operetta orchards devoid opalescent 
apostle's tolerable nobody brought diamonds tomatoes windows 
grocers common thermometer momentum one-sided poverty oriole 
osteopath sonorous mosaic rocket typhoon obverse ounce knots 


Drill 3 


possession occidental obsequious equinox offshore oligarchic 
out-of-doors odoriferous opinionated exploration ostentation 
mythology notorious quotation oratorio orthography crocodile 


Drill 4 


This copy stresses the o-stroke. Use a line of 65 strokes. 


I wonder if you know that physical handicaps are often blessings 
in disguise. Thomas A. Edison could have had his hearing restored 
by an operation. A surgeon had been chosen, the hour set for the 
operation; but when that chosen hour had come Edison refused to 
have the operation performed. He told those about him that his 
deafness shut out noises and a lot of nonsense he would prefer not 
to hear. 


The silence of deafness enabled him to concentrate better on his 
work in the laboratory. Edison would not allow anything to come 
into his life which would endanger his ability to give absolute atten- 
tion to the problems he had outlined for solution. 


Although deafness is distressing, its victims are almost unanimous 
in saying that this handicap promotes greater mental alertness. 


Alfred Adler, psychologist, asserts that almost all civilization is 
the outcome of efforts to overcome feelings of inferiority often caused 
by some physical defect. 
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Drill 2 


Evelyn century burying sunshine neighbor national vans chunk 
noise nerves nurtured necessary nature nine natural nightcap 
national reticence reining uncanny sniffle noose plantations 
entertaining numbered stone name drinking nuisance navigator 


Drill 3 


Use a line of 65 strokes. 


naturalization pronunciation wanderlust nomenclature nebular 
phenomenon abundance nozzles nouveau riche numb nonessential 
Zeppelin minimization quadrant sexton nitrogenous occasional 


Drill 4 


This copy stresses the n-stroke. Use a line of 65 strokes. 


Bees store their honey in cells manufactured by themselves; but 
in Mexico and the southwestern United States there is an ant which 
stores its honey—in other ants. 


Many species of ants collect honeydew, store it in their crops, 
and, on returning to their nests, feed their brood or other members 
of the colony by disgorging the sweet liquid. The Mexican honey 
ant, however, has gone one better in organizing food stores, says 
Pearson’s London Weekly. In each nest of this species there is a 
class of workers, known as “‘repletes,” the abdomens of which are so 
tremendously swollen that they are veritable honey pots. The 
“repletes’” never leave the nest. They stay there, and the honey- 
dew is fed to them by another class of workers which go out to 
forage for it. During the winter, when other members of the com- 
munity wish to be fed, the “replete” disgorges some of its store. 
It is a living barrel of stored-up honey. 
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Use a line of 65 strokes. 
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(a) 


(b) 


These mighty trees, many of which were ancient before mankind 
came to know the matchless Bethlehem miracle, were marked for 
their merchantable lumber, some trees containing enough lumber to 
build several good-sized homes. 

Imminent destruction loomed in the immediate future for these 
eternal redwoods. Then a magnanimous lumberman donated a 
splendid grove to his state, so that generations yet unborn might 
marvel at these impressive trees. From this meritorious act sprang 
a great and exemplary movement to save the redwoods. 

Millions of dollars were required to complete the purchase of miles 
of redwood groves that lined the proposed Redwood Highway. 
Many months and even years passed before the menace of the 
lumbermen with their devouring mills was removed from the many 
groves of redwoods. Finally, the dream of the now famous Redwood 
Highway came true. 

You may motor for miles through many groves of sublime beauty. 
Midday sun seems to become lost in overhanging branches more 
than two hundred feet above. At midnight the trunks of the great 
redwoods seem to reach up to the moonlit sky and to support the 
far-off firmament, a starlit dome above. 

Each summer the metropolitan dweller makes his way to the 
simple life of the open road among the redwoods. He motors through 
meadows completely surrounded by impressive forests—the domain 
of the redwoods. In this land, life is measured in hundreds and 
thousands of years. Tomorrow is almost a century away. Here amid 
these gigantic trees time seems to stand still. The petty cares of life 
melt away and seem unimportant in the face of the eternity that 
speaks through these magnificent trees. In these redwood temples, 
sounds seem muffled and distant. Unconsciously you speak in 
somber, awe-filled tones. Men unconsciously become better as they 
realize that they stand before God’s oldest living creation! 
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what others are saying has a hard time making friends and an even 
harder time keeping them. 


You can make a big hit with other people by noticing the little 
things. Talk to them about their special interests or hobbies. If a 
friend likes to try his luck at the lake, talk to him about his fishing 
trips. If he enjoys hiking, ask him to talk about his walks in the 
woods. Folks will think that you are wonderful if you will show a 
keen interest in their hobbies. 
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jump human limp simple stump stumble venom nimble balmy mean 
maxim malign amaze lame woman timber famine omen mixed manly 


Drill 2 


simile thumb familiar somber extremely humorous permit crime 
domain midnight moon mastered humor firmament complete minds 
tomorrow humorous metropolis majority mouth memory commodity 
campers solemn maximum minimum imminent manor magnet meadows 


Drill 3 


admonished minstrels monopolize mannequin metallurgy marking 
Bethlehem magnanimity encampments malignant chromium medical 
materialized backgammon exemplary stampede jumper meticulous 


Drill 4 


This copy stresses the m-stroke. Use a line of 65 strokes. 


Only the many amazingly large stumps marked the former domain 
of the Sequoia Sempervirens, the mighty trees which once covered 
most of the earth’s surface. Almost all these Sempervirens are found 
along the Pacific Coast in Northern California. They are generally 
found in mountain ravines where fogs and rain provide the dampness 
that these redwoods must have. When first found, these majestic 
trees grew in mountain canyons and on level meadowlike stretches. 
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Study 81 
For the Correction of Faulty K and L Strokes 
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Drill 1 
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pluck truck skill lack rock keenly track inks clerk thickets 
like bike struck bucket racks trinkets marks remark breakers 


Drill 2 


floor follow planted royalty dwelt told yellow solved oldest 
dyke oblige bundle overlook marked trunk pocketbook ridicule 
plainly solved woodchuck million liberty laxity lazily clasp 
Frederick flown lullaby likewise kindred knob legalize liege 


Drill 3 


kleptomaniac bewilderment pleasurable locomotion luxuriantly 
Valhalla colloquial landlocked lackadaisical knuckle karakul 
exaltation philosophy telescope knickerbocker laconic layers 


Drill 4 


This copy stresses the k-stroke and the I-stroke. Use a line of 65 strokes. 


Some folks seem to get ahead so much faster than other people. 
Once in a while the reason for their success is a lucky break. Other 
persons make good because they have had more education or superior 
training. You will find, however, that most people succeed because 
they know how to make friends. 


Everybody likes the person with a smile. The man who walks 
around with a frown on his face is not likely to get very far in life. 


It pays to let other people know that you are happy to meet them. 
You can show how you feel by the way you look and by the way you 
talk. Greet others with a bright smile, a warm hand clasp, and a 
word of cheer. 


If you want to be popular with others, learn to be a good listener. 
The person who is just not able to stop talking long enough to hear 
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hair little within hired giving ethics living birds willing 
exist hill give icy time itself quit noise adrift billowing 


Drill 2 


John jumping joy journey enjoy adjoining jerk major majority 
lips being fatigue chief issues strive justly majesty jewels 
prizes pilot might pitcher practicing ideal imbibe implicate 
enjoin region climb sublime animals municipal wispy devoting 


Drill 3 


constructively circumstances stimulus inhibitions determined 
retain allegiance objective joviality jujube sizzle jiujitsu 
Jupiter distribution electrical civilization mesquite spiced 


Drill 4 


This copy stresses the i-stroke and the j-stroke. Use a line of 65 strokes. 


Time after time he had examined the jungle beyond the living 
quarters of the natives. On the barren hills and ravines below their 
hideout nothing seemed to grow but low mesquite. No living thing 
save a tiny ratlike creature had they found in the white sands. Not 
another thing seemed to exist there. 


At least fifty miles beyond them was the jungle. Their journey 
would bring them through this wild tropical jungle to the majestic 
and magnificently beautiful Imperial Mountains directly behind—a 
barrier to civilization beyond which only Indians existed in their 
artistic yet primitive little villages. 


Sixty miles into the mountains behind the foothills was the lake 
they sought, a lake of icy waters that glittered in the sunlight. 
Certainly the lake was a miracle in the midst of this torrid zone. 


If you wish to fish, your objective will be Imperial Lake. You 
tie your pack on the back of a tiny burro, climb a dizzy trail that 
brings you to the tip of the highest peak. On the opposite side of 
the mountain, you slide down an equally precipitous trail. 


The pit-like valley between mountain ranges is quite narrow. 
The name given it, ironically enough, is Paradise Valley. A more 
likely name might well be Devil’s Pit. If your spirit and desire to 
fish survive the intense, burning heat, you just fight your way across 
the valley and climb another trail upward into the heavens until at 
last you look down in amazement upon Imperial Lake, a glistening 
jewel set in all its beauty amid jutting crags and forested slopes. 
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Drill 4 


This copy stresses the h-stroke. Use a line of 65 strokes. 


It is a strange thing that the American public will pay much more 
for a boxing exhibition than for almost anything else in the way of 
entertainment. A heavyweight championship fight will draw thou- 
sands of fight spectators. These fight fans will pay from three to 
forty dollars for admission. A recent heavyweight championship 
fight lasted less than three minutes. How would you have felt if 
you had purchased a forty-dollar chair to see three minutes of 
fighting by two huge men who were intent upon beating one another 
into a pulp? The cost for each minute of that three-minute fight 
was something over thirteen dollars. When you think of the matter 
in that way, in terms of actual cost per minute, the whole thing 
shows up for the foolish waste of cash that it is. 


In most of the older countries there is much less interest in prize 
fights than in America. Instead of fights, great musical and operatic 
programs attract thousands. The admission charge for those pro- 
grams is far less than the price of the poorest seat at a boxing match. 
The people of these lands whistle and sing opera as we in America 
whistle and sing the rhythmic music of the savages which we call 
by various names. 


However, there are compensating factors here in our land that so 
far outweigh our lack of musical appreciation that you cannot name 
them in the same breath. We have free speech; we have freedom of 
the press; we have freedom from the heavy-handed bondage of the 
dictator and his cohorts; we have the right to worship in our 
churches no matter what our faith. 


Study 80 
For the Correction of Faulty | and J Strokes 
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(a) 


(b) 


The value of a commercial agency as an aid in securing a job for 
the beginner should be realized. Agencies are professional organiza- 
tions, governed by state rules. A good agency provides an exchange 
where workers and employers may meet. Charges ought to be, and 


generally are, uniform. 


Getting a good position is largely a matter of knowledge on the 
part of the girl seeking that position. A young woman should give 
some genuine thought to her natural ability and knowledge. If she 
is to be a good stenographer, she must have some regard for Englisn 
grammar, spelling, punctuation—all invaluable in the transcribing 


of shorthand notes. Her typewriting must be rapid and accurate. 


Whatever her goal, there must be much thought and thorough 
preparation before any degree of success can be guaranteed. The 
value of knowing one’s self and of knowing one’s ability cannot be 


exaggerated when the beginner sets out for that first position. 


Study 79 
For the Correction of Faulty H Stroke 
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(q) 


(P) 


(a) 


(b) 


The business man whose efforts fail to bring him success in a 
certain field oftentimes turns his attention to another field in which 
he is better fitted to succeed. He consciously or unconsciously 
applies all the experience gained from his first apparent failure and 
finds himself finally as a great success in the second effort. 


Failure can be made a means to final success. Failure to be at all 
effective must be turned to profit through a careful study of the 
reasons for a failure. We learn as much from defeats as we ever do 
from success, if our attitude is right. 


Study 78 
For the Correction of Faulty G Stroke 
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Drill 2 


aught ought night gagged grates regard submerged barge glide 
Greeks telegraph gorge gala gadget gauge orange gaunt damage 
Gibraltar juggle pagan gambol gauze gazette exaggerate garbs 
English exchange wing giggle begrudge degree haggard gherkin 


Drill 3 


Juggernaut gyroscope quagmire gregarious gazetteer aggregate 
exigent gullible congregation geographic grotesque inaugural 
zoology vermifuge gingerbread pugnacious genealogy grapevine 


Drill 4 


This copy stresses the g-stroke. Use a line of 65 strokes. 


Personnel managers make a great point of the fact that young 
applicants should request with dignity, not beg in a negative manner, 
for interviews. It is also best that letters regarding interviews show 


some originality and be well phrased and well typed. 
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